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Dear Supervisors:

APPROVE AMENDMENT FOUR TO CONTRACT NUMBER 75457 FOR
URINE SAMPLE COLLECTION / DRUG AND ALCOHOL TESTING SERVICES
AND APPROVE NEW CONTRACT FOR URINE SAMPLE COLLECTION /
DRUG AND ALCOHOL SERVICES TESTING
(ALL SUPERVISORIAL DISTRICTS) (3 VOTES)

SUBJECT

Requesting approval of Amendment Number Four to Contract Number 75457, Urine
Sample Collection/Alcohol and Drug Testing Services, with Pacific Toxicology Laboratories
to increase the maximum annual contract sum by $200,000 for additional units of service;
and to approve a new Contract with Pacific Toxicology Laboratories for Urine Sample
Collection for Drug and Alcohol Testing Services effective January 1, 2009, through
December 31, 2009, with two (2) additional one-year periods, at a three-year cost of
$4,200,000.

IT 1S RECOMMENDED THAT YOUR BOARD:

1. Approve and instruct the Chairman to sign Amendment Number Four (Attachment 1)
to Contract Number 75457, Urine Sample Collection/Drug and Alcohol Testing
Services with Pacific Toxicology Laboratories, to increase the maximum annual
contract sum by $200,000, from $1,300,000 to $1,500,000 to cover unanticipated
increases in units of service effective the date of approval by the Board through
December 31, 2008. The increase is financed by 75 percent ($150,000) Federal
revenue, 17.5 percent ($35,000) State revenue, and 7.5 percent ($15,000) net County
cost (NCC). Sufficient funding is included in the Department's Fiscal Year (FY) 2008-
09 Adopted Budget.

“To Enrich Lives Through Effective and Caring Service”
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2. Delegate authority to the Director of the Department of Children and Family Services
(DCES), or Director’s designee, to execute contract amendments to Contract Number
75457, to increase or decrease the maximum annual contract sum in excess of ten
percent (10%) of the maximum contract sum, if necessary, to accommodate any
unanticipated increase or decrease in units of service provided that: (a) the
amendment is in compliance with Section 23-604 of the California Department of
Social Services Operations Policies and Procedures Manual; (b) sufficient funding is
available; (c) prior County Counsel and Chief Executive Office (CEO) approvals are
obtained; and (d) the Director of DCFS notifies your Board and the CEO in writing
within ten (10) working days of execution.

3. Approve and instruct the Chairman to sign a new Contract (Attachment 2) with Pacific
Toxicology Laboratories for Urine Sample Collection for Drug and Alcohol Testing
Services. The term of the new Contract will begin on January 1, 2009, and expire on
December 31, 2009, with the options to extend for up to two (2) additional one-year
periods through December 31, 2011. The maximum annual contract sum of the new
Contract is $1,400,000 and will be financed using 75 percent ($1,050,000) Federal
revenue, 17.5 percent ($245,000) State revenue, and 7.5 percent ($105,000) NCC.
The maximum contract sum for the new Contract is $4,200,000, if options to extend
are exercised, and will be financed using 75 percent ($3,150,000) Federal revenue,
17.5 percent ($735,000) State revenue, and 7.5 percent ($315,000) NCC. Sufficient
funding is included in the Department's FY 2008-09 Adopted Budget.

4. Delegate authority to the Director of DCFS, or Director’s designee, to exercise the two
one-year extension options of the new Contract by amendment or written notice
provided that: (a) sufficient funding is available for the extensions; (b) prior County
Counsel and CEO approvals are obtained; (c) and the Director of DCFS notifies your
Board and the CEO in writing within ten (10) working days of execution.

5. Delegate authority to the Director of DCFS, or Director's designee, to execute
amendments to the new Contract to increase or decrease the maximum annual
contract sum by no more than ten percent (10%) of the maximum contract sum, if
necessary, to accommodate any unanticipated increase or decrease in units of service
provided that: (a) sufficient funding is available; (b) prior County Counsel and CEO
approvals are obtained; and (c) the Director of DCFS notifies your Board and the CEO
in writing within ten (10) working days of execution.

6. Delegate authority to the Director of the DCFS, or Director's designee, to execute
amendments to the new Contract to increase or decrease the maximum annual
contract sum in excess of ten percent (10%) of the maximum contract sum, if
necessary, to accommodate any unanticipated increase or decrease in units of service
provided that: (a) the amendment is in compliance with Section 23-604 of the
California Department of Social Services Operations Policies and Procedures Manual;
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(b) sufficient funding is available; (c) prior County Counsel and CEO approvals are
obtained; and (d) the Director of DCFS notifies your Board and the CEO in writing
within ten (10) working days of execution.

7. Delegate authority to the Director of DCFS, or Director’s designee, to extend the new
Contract by amendment or by written notice for up to six (6) months, if necessary, to
complete the negotiation or a new solicitation process provided that: (a) applicable
State and Federal regulations are observed; (b) prior County Counsel and CEO
approval is obtained; and (c) the Director of DCFS notifies your Board and the CEO in
writing within ten (10) working days of execution.

PURPOSE/JUSTIFICATION OF RECOMMENDED ACTIONS

The service provides DCFS with a tool to assist with determining whether or not children are
safe in the home of their parents or caregivers or can be safely returned to their parents or
caregivers when either in the past or present, substance abuse has been an identified factor
in a child abuse or neglect investigation. Drug and alcohol testing services assist in reducing
the number of children requiring placement in out-of-home care and assist in the timely
reunification of families. This is consistent with DCFS’ goals to improve safety, improve
permanence, and reduce reliance on detention. If the recommended actions are not
approved, drug/alcohol testing will not be readily available to meet the requirements of
mandated testing. The safety of the children under DCFS’ supervision in the homes of
parents/caregivers with a history of drug/alcohol abuse, and the efforts to return them to such
homes quickly, will be compromised.

The current Contract expires on December 31, 2008. It was anticipated that the units of
service needed during the final year (January 1, 2008 through December 31, 2008) would
decrease from the levels of the previous year. However, the number of clients enrolled every
month into the testing program since January 1, 2008 has continued to follow approximately
the same trend as in the previous year, to the extent that the program’s current budget is
insufficient to meet upcoming expenses. Amendment Number Four to Contract Number
75457 is needed to increase the maximum annual contract sum for the current (final) contract
year by $200,000 to cover services at the same level of the previous year.

The new Contract with Pacific Toxicology Laboratories will continue to provide drug and
alcohol testing for a substantial number of parents and primary caregivers whose excess
alcohol and/or drug consumption has hampered their ability to care for their children. The
Urine Sample Collection for Drug and Alcohol Testing program is expected to assist DCFS in
achieving outcomes designed to ensure the safety of children in its care. As changes in units
of service may occur during the new contract period, DCFS needs the flexibility to execute
contract amendments that would increase or decrease the new Contract amount by ten
percent (10%) or more of the maximum contract sum.
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Achievement will be measured by 100 percent completion of the services described in the
Contract. DCFS will review progress reports submitted by Pacific Toxicology Laboratories to
ensure contract compliance and achievement with desired program results.

This Board letter does not comply with your Board’'s policy of timely filing because for
purposes of efficiency the Department consolidated the recommended actions to amend the
current Contract with the recommendations to approve a new Contract for Urine Sample
Collection for Drug and Alcohol Testing Services.

Implementation of Strategic Plan Goals

The requested actions are consistent with the principles of the Countywide Strategic Plan
Goal 1: Service Excellence, and Goal 5: Children and Families’ Well-Being, by ensuring the
safety of children in the homes of their parents/caregivers.

FISCAL IMPACT/FINANCING

Amendment Number Four to Contract Number 75457 increases the maximum contract sum
by $200,000, from $1,300,000 to $1,500,000, for additional units of service, which will be
financed by 75 percent ($150,000) Federal revenue, 17.5 percent ($35,000) State revenue,
and 7.5 percent ($15,000) NCC. Sufficient funding is included in the Department's FY 2008-
09 Adopted Budget.

The maximum annual contract sum of the new Contract is $1,400,000 and will be financed
using 75 percent ($1,050,000) Federal revenue, 17.5 percent ($245,000) State revenue, and
7.5 percent ($105,000) NCC. The maximum contract sum for the new Contract is $4,200,000
and will be financed using 75 percent ($3,150,000) Federal revenue, 17.5 percent ($735,000)
State revenue, and 31 percent ($315,000) NCC. Sufficient funding is included in the
Department's FY 2008-09 Adopted Budget.

FACTS AND PROVISIONS/LEGAL REQUIREMENTS

Since 1996, the Department has required parents or primary caregivers of children receiving
DCFS services, who are suspected of drug and/or alcohol use/abuse, to provide urine
samples for drug and/or alcohol testing. Urine sample collection/drug and alcohol testing is
required where parents or primary caregivers of children receiving DCFS services are
suspected of illicit drug and/or alcohol use/abuse and said use/abuse has resulted in, or
places a child at risk of, abuse and/or neglect. For children assessed to be safe in the home
of their parents or primary caregivers, drug and alcohol testing provides an ongoing
assessment to aid in determining if the children may continue to remain safely in the home.
Often, this is a final attempt to avoid out-of-home placement of children. For children who are
in out-of-home placement, drug and alcohol testing assists in facilitating the reunification of
the family.
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Current Contract Amendment

Contract Number 75457 with Pacific Toxicology Laboratories was adopted by your Board on
December 6, 2005, for the period of January 1, 2006 through December 31, 2006, with two
one-year options for renewal, with a maximum annual contract sum of $1,000,000 for each of
the three years. On September 12, 2006, your Board approved Amendment Number One to
increase the maximum annual contract sum by $400,000, from $1,000,000 to $1,400,000 for
each year of the contract, to cover an increase in the frequency of drug tests ordered by the
Court from bi-weekly to weekly in instances where bi-weekly testing proved ineffective.

On December 7, 2007, the Director of DCFS exercised her Board-delegated authority to
execute Amendment Number Two Contract Number 75457 to exercise the second one-year
option to extend the Contract. On December 28, 2007, the Director of DCFS exercised her
Board-delegated authority to execute Amendment Number Three to Contract Number 75457
to move $100,000 from the final year (January 1, 2008 through December 31, 2008) of the
Contract to the second year (January 1, 2007 through December 31, 2007) of the Contract to
cover an increase in the level of service units.

It was anticipated that the number of units of service needed during the final year of the
current Contract, would decrease from the levels during the previous year. However, the
number of clients enrolled every month into the testing program since January 1, 2008 has
continued to follow approximately the same trend as in the previous year, to the extent that
the program’s current budget is insufficient to meet upcoming expenses. Amendment
Number Four to Contract Number 75457 is now needed to increase the maximum annual
contract sum of the current (final) contract year by $200,000 to cover services at the same
level of the previous year. Amendment Number Four also allows the County to implement
further funding increases or decreases by ten percent (10%) or more of the maximum
contract sum to accommodate any changes in units of service.

New Contract

The term of the new Contract with Pacific Toxicology Laboratories is from January 1, 2009 to
December 31, 2009, with two one-year extension options, for a total contract term of three (3)
years. The maximum annual contract sum is $1,400,000, and the maximum contract sum is
$4,200,000.

The new Contract provides that the County has no obligation to pay for expenditures beyond
the contract amount. Further, Pacific Toxicology Laboratories will not be asked to perform
services that exceed the contract amount, scope of work, or contract dates.

The new Contract allows the County to implement funding increases or decreases by ten
percent (10%) or more of the maximum contract sum to accommodate any changes in units
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of service, provided that increases over ten percent (10%) comply with Section 23-604 of the
California Department of Social Services Operations Policies and Procedures Manual.

The new Contract is in compliance with all other Board and CEO requirements. County
Counsel and CEO have reviewed this Board letter. Amendment Number Four to Contract
Number 75457 (Attachment 1) and the new Contract (Attachment 2) has been approved as to
form by County Counsel.

CONTRACTING PROCESS

No additional contracting process was necessary in the preparation of Amendment Number
Four.

For the new Contract, DCFS released the Invitation for Bids (IFB) for Urine Sample Collection
for Drug and Alcohol Testing Services on August 5, 2008, and notified 149 interested parties
either personally, by mail or by e-mail. DCFS advertised the IFB in newspapers, on the
County’s website, and on the DCFS’ website. Five (5) interested parties attended the Bidders
Conference. On September 2, 2008, DCFS received bids from six (6) firms and Pacific
Toxicology Laboratories was determined to be the lowest price, responsive, and responsible
Bidder.

The Department has evaluated these services and determined that the Living Wage Program
(County Code Chapter 2.201) does not apply to the Amendment Number Four to Contract
Number 75457 and to the new Contract.

The Department has determined that a Cost-of-Living Adjustment (COLA) provision was not
required for Amendment Number Four to Contract Number 75457 and for the new Contract.

IMPACT ON CURRENT SERVICES

Approval of the recommended actions will provide a valuable tool for assessing drug and
alcohol use/abuse by parents and primary caregivers of children brought to the attention of
DCFS. In addition, testing helps avoid having a significant number of children placed in out-
of-home care.
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CONCLUSION

Upon approval by the Board of Supervisors, it is requested that the Executive Officer/Clerk of
the Board send an adopted copy of the Board letter to:

1) Department of Children and Family Services
Attention: Walter Chan, Contracts Manager
425 Shatto Place, Room 400
Los Angeles, California 90020

2) Office of County Counsel
Attention: Diane Cachenaut
648 Kenneth Hahn Hall of Administration
500 West Temple Street
Los Angeles, California 90012

Respectfully submitted,

. /
. Q{;@M/} /ﬂ/(M %/ﬂ/

PATRICIA S. PLOEHN, LCSW
Director

PSP:WC:RR:dm
Attachments (2)
G Chief Executive Office

County Counsel
Executive Officer, Board of Supervisors
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AMENDMENT NUMBER FOUR TO URINE SAMPLE
COLLECTION/DRUG AND ALCOHOL TESTING SERVICES
- CONTRACT NUMBER 75457

This Amendment Number Four (“Amendment”) to Urine Sample Collection/Alcohol and
Drug Testing Services, Contract Number 75457, adopted by the Board of Supervisors
on December 6, 2005, and amended by Amendment Number One, dated September
12, 2006, Amendment Number Two, dated December 7, 2007, and Amendment
Number Three, dated December 28, 2007, (hereafter collectively referred to as
("CONTRACT"), is made and entered into by and between County of Los Angeles,
“COUNTY?”), and Pacific Toxicology Laboratories (‘CONTRACTOR”), this _§ ™ day of
DeCenpei’ |, 2008.

WHEREAS, the purpose of this Amendment is to increase the Maximum Annual
Contract Sum effective upon approval by the Board through December 31, 2008, to
compensate CONTRACTOR for the administration of additional urine sample
collection/alcohol and drug testing units of service; and

WHEREAS, Amendment is prepared according to the provisions set forth in
PART ll: STANDARD TERMS AND CONDITIONS, Section 7.0, CHANGES AND
AMENDMENTS, Subsection 7.2 of CONTRACT; and

NOW, THEREFORE, COUNTY and CONTRACTOR hereby agree to amend
CONTRACT as follows:

1. Section 4.0, CONTRACT SUM, Subsections 4.5 is deleted in its entirety, and
replaced by the following to read:

4.5. The total amount payable under the CONTRACT is Four Million, Four
Hundred Thousand Dollars ($4,400,000), hereinafter referred to as
“Maximum Contract Sum.” The maximum amount payable under the
CONTRACT for the first contract year, January 1, 2006 to December 31,
2006, shall not exceed One Million Four Hundred Thousand Dollars
($1,400,000), the maximum amount payable under CONTRACT for the
second contract year, January 1, 2007 through December 31, 2007, shall
be One Million Five Hundred Thousand Dollars ($1,500,000), and the
maximum amount payable under the CONTRACT for the third contract
year, January 1, 2008 through December 31, 2008, shall be One Million
Five Hundred Thousand Dollars ($1,500,000).

2. Section 7.0, CHANGES AND AMENDMENTS, Subsection 7.2.1.4 is added as
follows:

7.2.1.4 Amendments for decreases, or increases greater than 10 percent
correlated to an increases or decreases in the number of units of
service, of the original Maximum Contract Sum shall be in compliance

15 DEC 09, 2008

,_%.-.wmmns JGY G



with Section 23-604 of the California Department of Social Services
Operations Policies and Procedures Manual; and

3. Exhibit A-3b, Revised Urine Sample Collection/Drug and Alcohol Testing
Services - Pricing Schedule for the period January 1, 2008 through December
31, 2008, is attached and incorporated by reference into the CONTRACT as part
of Exhibit A-3.

4, Exhibit A-4c, Amended Budget for the period January 1, 2008 through December
31, 2008, is attached to this Amendment and incorporated by reference into the
CONTRACT as part of Exhibit A-4.

EXCEPT AS AMENDED HEREIN, ALL TERMS AND CONDITIONS SHALL REMAIN
IN FULL FORCE AND EFFECT.



AMENDMENT NUMBER FOUR TO URINE SAMPLE
COLLECTION/DRUG AND ALCOHOL TESTING SERVICES
- CONTRACT NUMBER 75457

N WITNESS WHEREOF, the Board of Supervisors of the County of Los Angeles has
caused this Amendment Number Four to be subscribed on its behalf by its Chairman,
and the seal of such Board to be hereto affixed and attested by the Executive Office
thereof, and CONTRACTOR has caused this Amendment Number Four to be
subscribed in its behalf by its duly authorized officers as of the day, month and year first
above written. The persons signing on behalf of CONTRACTOR warrant under penalty
of perjury that they are authorized to bind CONTRACTOR.

COUNTY OF LOS ANGELES
M
By %ﬂ__,
CheirmiénBoard oS :

CHAIR, PRO TEM, BOARD OF SUPERVISORS

ATTEST:

SACHI A. HAMAI

Executive Officer-Clerk of the
Los Angeles County

Board of Supervisors PACIFIC TOXICOLOGY LABORATORIES
CONTRACT ; -
By z%a«ﬁ_. By
\ Deputy
[ hereby certify that pursuant to Name /f =1 //f”””"#""f ”-""'ﬁ%

Section 25103 of the Government Code,

delivery of this document has been mace. Title 7 AR 78N ~ Dige 72 R

Name _(heee, C nweeag
Title  CfFo

SACHI A. HAMAI
Executive Officer
Clerk of the Board of Supervisors

\ Deputy

By

95-3926170
Tax Identification Number

APPROVED AS TO FORM: AD O PTED

BY THE OFFICE OF COUNTY COUNSEL : BOARD OF SUPERVISORS
RAYMOND G. FORTNER, JR., County Counsel
@ | 15~ MW=DEC 09 2008
BY @3 iolzz \os
Kathleen Bramwell ;,0{«'
Principal Deputy County Counsel CHIA. H AMAI
EXECUTIVE OFFICER

15 DEC 09, 2008
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Exhibit A-3b

Urine Sample Collection/Drug and Alcohol Testing Services
Pricing Schedule
January 1, 2008 through December 31, 2008

Prices include all applicable charges and costs associated with collection, chain of
custody, screening, confirmation of positive results, storage, administration, provision of
seminars, and any other costs necessary to properly complete the project as outlined in
the Contract and Statement of Work.

Table A: Urine Testing for Alcohol
£ = Extendcéd Cost
Estimated Annual Tests Cost per Sample (AXB=C)
2,814 $9.00 $ 25,326
Table B: Urine Testing for Both Alcohol and Drugs
£ = Extendcéd Cost
Estimated Annual Tests Cost per Sample (AXB=C)
67,061 $21.99 $1,474,671

Table C: Overall Total Cost

Total Cost for Table A $ 25,326

Total Cost for Table B $1,474,671

Total Annual Cost $ 1,499,997




EXHIBIT A-4c

LINE ITEM BUDGET SHEET

Contractor's Name: Pacific Toxicology Laboratories

Service Category: Random Drug Testing Date Prepared: 10/15/08

DIRECT COSTS

Payroll

FTE Hrly Rate Annual

Accessioning Superv. 0.25 22.00 11,440
Accessioners 3.75 11.00 85,800
Data Entry Clerks 1 11.00 22,880
Client Service Rep (Lead) 1 17 35,360
Client Service Rep 1 14 29,120
Client Service Rep 1 14 29,120
Client Service Rep 1 14 29,120
Laboratory Director (RP) 0.25 35 18,200
Analyst 1 15 31,200
Med. Technologist 1.25 20.5 53,300
Analyst Confirm 0.75 15.00 23,400
Supply Clerk 0.2 19.00 7,904
Billing Coordinator 0.2 16.50 6,864
IT Manager 0.1 22.00 4,576
Financial Manager 0.2 35.00 14,560

Total Salaries and Wages 402,844
Employee Benefits Monthly

FTEs per FTE Annual

Medical Insurance 12.95 212 32,945
Dental Self-insurance 12.95 55 8,547

Total Employee Benefits 41,492



Payroll Taxes and Workers' Compensation
Percentage

Workers' Compensation 4.10% 16,517
Social Security (FICA) 6.20% 24,976
Medicare 1.45% 5,841
FUTA 0.80% 3,223
Sul 6.20% 24,976

Total Payroll Taxes 75,533

Other Direct Costs Budgeted
Volume Cost Annual

Collection Fees 69,875 8.000 559,000
Collection Kits 69,875 0.300 20,963
Chains of Custody 69,875 0.175 12,228
Reagents and Lab
Supplies 14.4% of revenue 216,000
Communications (Telephone/Faxing) 15,900

Total Other Direct Costs 824,091

TOTAL DIRECT COSTS 1,343,960

INDIRECT COSTS

Annual
Transportation (couriers and gasoline) 108,000
Rent, utilities, etc. 42,000
Insurance 6,000
TOTAL INDIRECT COSTS 156,000

TOTAL DIRECT AND INDIRECT COSTS -1,499,960



Attachment 2

URINE SAMPLE COLLECTION FOR DRUG AND ALCOHOL TESTING SERVICES
CONTRACT

BY AND BETWEEN

COUNTY OF LOS ANGELES

CAlrorntt®

AND
PACIFIC TOXICOLOGY LABORATORIES
Department of Children and Family Services (DCFS)
Contracts Administration
425 Shatto Place, Room 400
Los Angeles, California 90020

JANUARY 2009

15 DEC 09, 2008
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COUNTY OF LOS ANGELES
DEPARTMENT OF CHILDREN AND FAMILY SERVICES
URINE SAMPLE COLLECTION FOR DRUG AND ALCOHOL TESTING SERVICES CONTRACT
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COUNTY OF LOS ANGELES
DEPARTMENT OF CHILDREN AND FAMILY SERVICES
URINE SAMPLE COLLECTION FOR DRUG AND ALCOHOL TESTING SERVICES
CONTRACT

Urine Sample Collection for Drug and Alcohol Testing Services (hereinafter referred to as
“Contract”).

This Contract is made and entered into this || dayof _DEC . 2p69, by and between

County of Los Angeles
hereinafter referred to as “COUNTY”

and

Pacific Toxicology Laboratories,
hereinafter referred to as “CONTRACTOR.”

RECITALS

WHEREAS, pursuant toc Govemment Code Sections 26227, 31000 and 53703,
COUNTY is permitted to contract for services, and

WHEREAS, the COUNTY desires to provide funding for urine sample collection for
drug and alcohol testing services; and

WHEREAS, the CONTRACTOR is a private company engaged in providing urine
sample collection for drug and alcohol testing services; and

WHEREAS, the CONTRACTOR warrants that it possesses the competence,
expertise and personnel necessary to provide such services; and

NOW, THEREFORE, in consideration of the mutual promises, covenants and conditions set
forth herein, the parties hereto do agree as follows:

15 DEC 09, 2008

29892



PART I: UNIQUE TERMS AND CONDITIONS

1.0 APPLICABLE DOCUMENTS AND DEFINED TERMS

11

1.2

1.3

1.4

15

This Contract and the Exhibits hereto constitute the complete and
exclusive statement of understanding between the parties, which
supersedes all previous agreements, written or oral, and all other
communications between the parties relating to the subject matter of this
Contract. No change to this Contract shall be valid unless prepared
pursuant to Part I, “Changes and Amendments” and signed by both
parties.

Exhibits A, A-1, A-2, A-3, A-4, A-5, A-6, and B (Attachments A, B, C, D, E,
F, G, H, I, J, Kand L) are attached to and incorporated by reference in this
Contract.

The headings, page numbers, sections, and sub-section numbers
contained in this Contract are for convenience and reference only and are
not intended to define the scope of any provision herein.

In the event of any conflict or inconsistency in the definition or
interpretation of any word, responsibility, schedule, contents or description
of any task, deliverable, product, service, or other work between this
Contract, Statement of Work, and Exhibits, or among Exhibits, said conflict
or inconsistency shall be resolved by giving precedence in the following
order: (1) Contract, (2) Exhibit A, Statement of Work, and (3) Exhibits and
Attachments.

The following words as used herein shall be construed to have the
following meaning, unless otherwise apparent from the context in which
they are used:

A. "Chief Executive Office" or "Chief Executive Officer" - means the
office/position established to assist the Board of Supervisors in
handling administrative details of the COUNTY.

B. “Contract” — means an agreement executed between COUNTY and
CONTRACTOR. It sets forth the terms and conditions for the
issuance and performance of Exhibit A, Statement of Work.

C. “CONTRACTOR” — means the sole proprietor, partnership, or
corporation that has entered into a contract with the COUNTY to
perform or execute the work covered by Exhibit A, Statement of
Work.

D. “COUNTY” — means the County of Los Angeles and includes the
Department of Children and Family Services.
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2.0 TERM

2.1

2.2

"COUNTY's Board of Supervisors" - means the governing body of
the County of Los Angeles.

“COUNTY Program Manager” — means the COUNTY
representative responsible for daily management of contract
operation and the oversight of monitoring activities, compliance with
the requirements of the Contract, and the delivery of services.

“Day” or “Days” — means, whether singular or plural, whether with
initial letter capitalized or not, calendar day(s) and not business or
workday(s), unless otherwise specifically stated.

“DCFS” — means COUNTY'’s Department of Children and Family
Services.

“Director” - means COUNTY’s Director of the Department of
Children and Family Services or his or her authorized designee.

“Fiscal Year(s)” - means the 12 month period beginning July 1% and
ending the following June 30™.

“Maximum Contract Sum” - means the total amount to be paid
under this contract.

“Participant” - means a person who partakes of the services the
CONTRACTOR is obligated to perform for COUNTY under this
contract.

“Program” - means the work to be performed by CONTRACTOR as
defined in Exhibit A, Statement of Work.

“Subcontract” - means a contract by which a third party agrees to
provide services or materials necessary to fulfill an original contract.

The term of this Contract shall commence on January 1, 2009 and shall
expire on December 31, 2009, unless terminated earlier or extended, in
whole or in part, as provided in this Contract.

The COUNTY shall have the sole option to extend the Contract term for
up to two (2) additional one-year periods for a maximum total Contract
term of three (3) years. Each such option and extension shall be
exercised at the sole discretion of the Director, by Amendment or written
notice to the CONTRACTOR, provided that approval of COUNTY’s Chief
Executive Office (CEQO) is obtained prior to any such extension.
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3.0

2.3

2.4

2.5

COUNTY will issue a written start work notice to CONTRACTOR
indicating when services under this Contract can begin. CONTRACTOR
shall not begin any services under this Contract without such written start
work notice from the COUNTY. COUNTY has the right to issue a written
stop work order whenever the COUNTY deems that it is in its best interest
to do so, and CONTRACTOR shall stop work immediately upon receipt of
such written stop work notice.

CONTRACTOR shall notify COUNTY when this Contract is within six
months from the expiration of the term. Upon occurrence of this event,
CONTRACTOR shall send written notification to the COUNTY Program
Manager at the address herein provided in Attachment I, COUNTY’s
Administration.

The term of this Contract may also be extended by the Director of DCFS
by amendment or by written notice to the CONTRACTOR 60 days prior to
the expiration of the contract term, after County Counsel and CEO
approvals, for a period not to exceed six (6) months beyond December 31,
2012, if such additional time is necessary to complete the negotiation or
solicitation of a new Contract.

CONTRACT SUM

3.1

3.2

3.3

3.4

The Maximum Annual Contract Sum for this contract is One Million Four
Hundred Thousand Dollars ($1,400,000). The Maximum Contract Sum for
this contract is Four Million Two Hundred Thousand Dollars ($4,200,000)
for the maximum total Contract term of three (3) years.

COUNTY and CONTRACTOR agree that this is a firm-fixed priced
Contract not to exceed the Maximum Contract Sum. During the term of
this Contract, COUNTY shall compensate CONTRACTOR, as specified in
Exhibit A-6, Bid Price for the services set forth in Exhibit A, Statement of
Work, in accordance with Part I, Section 5.0, Invoices and Payments, of
this Contract.

CONTRACTOR shall have no claim against COUNTY for, nor be entitled
to, payment or reimbursement for any tasks or services performed, nor for
any incidental or administrative expenses whatsoever incurred in or
incidental to performance hereunder, except as specified herein.

CONTRACTOR shall have no claim against COUNTY for, nor be entitled
to payment of any money or reimbursement, of any kind whatsoever, for
any service provided by CONTRACTOR after the expiration or other
termination of this Contract. Should CONTRACTOR receive any such
payment, CONTRACTOR shall immediately notify COUNTY and shall
immediately repay all such funds to COUNTY. Payment by COUNTY for
services rendered after expiration/termination of this Contract shall not
constitute a waiver of COUNTY'’s right to recover such payment from
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4.0

3.5

3.6

3.7

3.8

CONTRACTOR. This provision shall survive the expiration or other
termination of this Contract.

CONTRACTOR shall maintain a system of record keeping that will allow
CONTRACTOR to determine when it has incurred 75 percent of the total
contract authorization under this Contract. Upon occurrence of this event,
CONTRACTOR shall send written notification to the COUNTY at the
address herein provided in Attachment I, COUNTY’s Administration.

CONTRACTOR'’s budget is attached hereto and incorporated by reference
herein as Exhibit A-6, Line Item Budget herein referred to as “Budget.”
The line items shall provide sufficient detail to determine the quality and
guantity of services to be delivered. CONTRACTOR represents and
warrants that the budget is true and correct in all respects, and shall
deliver services in accordance with the Budget. In the event of a change
in the Maximum Contract Sum, or a reallocation of the Budget, or a
material, change to the scope of work, CONTRACTOR shall amend the
Budget consistent with any changes and submit the Budget to the
COUNTY Program Manager for approval.

CONTRACTOR has prepared and submitted to COUNTY a budget
segregating direct and indirect costs and profit for the work to be
performed by CONTRACTOR under this Contract. Budgeted expenses
shall be reduced by applicable CONTRACTOR revenues, which are
identified thereon. The line items shall provide sufficient detail to
determine the quality and quantity of services to be delivered.

Time is of the essence with regard to CONTRACTOR'’s performance of
any tasks, deliverables, goods, services, or other work, as specified in this
Contract, provided, however, the foregoing shall not be construed to limit
or deprive a party of the benefits of any grace or use period allowed in this
Contract.

INSURANCE REQUIREMENTS

4.1

General Insurance Requirements

Without limiting CONTRACTOR'’s indemnification of the COUNTY and
during the term of this Contract, CONTRACTOR shall provide and
maintain, and shall require all of its Subcontractors to maintain, the
following programs of insurance specified in this Contract.  Such
insurance shall be primary to, and not contributing with, any other
insurance or self-insurance programs maintained by COUNTY. Such
coverage shall be provided and maintained at CONTRACTOR’s own
expense.
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4.1.1 Evidence of Insurance: Prior to commencing services under this
Contract, certificate(s) or other evidence of coverage satisfactory to
COUNTY shall be delivered to:

County of Los Angeles

Department of Children and Family Services
Contracts Administration

Attention: Contract Administrator

425 Shatto Place, Room 400

Los Angeles, CA 90020

Such certificates or other evidence shall:
4.1.1.1 Specifically identify this Contract;
4.1.1.2 Clearly evidence all coverage required in this Contract;

4.1.1.3 Contain the express condition that COUNTY is to be
given written notice by mail at least 30 days in advance
of cancellation for all policies evidenced on the certificate
of insurance;

4.1.2 Include copies of the additional insured endorsement to the
commercial general liability policy, adding the County of Los
Angeles, its Special Districts, its officials, officers and employees as
insured for all activities arising from this Contract; and

4.1.3 Identify any deductibles or self-insured retentions for COUNTY’s
approval. The COUNTY retains the right to require the
CONTRACTOR to reduce or eliminate such deductibles or self-
insured retentions as they apply to the COUNTY, or, require
CONTRACTOR to provide a bond guaranteeing payment of all
such retained losses and related costs, including, but not limited to,
expenses or fees, or both, related to investigations, claims
administrations, and legal defense. Such bond shall be executed
by a corporate surety licensed to transact business in the State of
California.

4.1.4 Insurer Financial Ratings: Insurance is to be provided by an
insurance company acceptable to the COUNTY with an A.M. Best
rating of not less than A:VIl, unless otherwise approved by
COUNTY.

4.1.5 Failure to Maintain Coverage: Failure by the CONTRACTOR to
maintain the required insurance, or to provide evidence of
insurance coverage acceptable to COUNTY, shall constitute a
material breach of the Contract upon which COUNTY may
immediately terminate or suspend this Contract. COUNTY, at its
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sole option, may obtain damages from CONTRACTOR resulting
from said breach. Alternatively, COUNTY may purchase such
required insurance coverage, and without further notice to
CONTRACTOR, the COUNTY may deduct from sums due to the
CONTRACTOR any premium costs advanced by the COUNTY for
such insurance.

4.1.6 Notification of Incidents, Claims or Suits: CONTRACTOR shall
report to COUNTY:

4.1.6.1 Any accident or incident relating to services performed
under this Contract which involves injury or property
damage which may result in the filing of a claim or lawsuit
against the CONTRACTOR and/or the COUNTY. Such
report shall be made in writing within 24 hours of
occurrence.

4.1.6.2 Any third party claim or lawsuit filed against the
CONTRACTOR arising from or related to services
performed by the CONTRACTOR under this Contract.

4.1.6.3 Any injury to a CONTRACTOR employee that occurs on
COUNTY property. This report shall be submitted on a
COUNTY “Non-Employee Injury Report” to the COUNTY
Program Manager.

4.1.6.4 Any loss, disappearance, destruction, misuse, or theft of
any kind whatsoever of COUNTY property, monies or
securities entrusted to the CONTRACTOR under the
terms of this Contract.

4.1.7 Compensation for COUNTY Costs: In the event that the
CONTRACTOR fails to comply with any of the indemnification or
insurance requirements of this Contract, and such failure to comply
results in any costs to the COUNTY, the CONTRACTOR shall pay
full compensation for all costs incurred by COUNTY.

4.1.8 Insurance Coverage Requirements for  Subcontractors:
CONTRACTOR shall ensure any and all Subcontractors performing
services under this Contract meet the insurance requirements of
this Contract by either:

4.1.8.1 CONTRACTOR providing evidence of insurance covering
the activities of Subcontractors, or

4.1.8.2 CONTRACTOR providing evidence submitted by

Subcontractors evidencing that Subcontractors maintain
the required insurance coverage. COUNTY retains the
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4.2

right to obtain copies of evidence of Subcontractors’
insurance coverage at any time.

Insurance Coverage Requirements:

42.1

4.2.2

4.2.3

4.2.4

General Liability insurance (written on ISO policy form CG 00 01 or
its equivalent) with limits of not less than the following:

General Aggregate: $2 million

Products/Completed Operations Aggregate: $1 million
Personal and Advertising Injury: $1 million

Each Occurrence: $1 million

Automobile Liability insurance (written on ISO policy form CA 00 01
or its equivalent) with a limit of liability of not less than one million
dollars ($1,000,000) for each accident. Such insurance shall
include coverage for all “owned,” “hired” and “non-owned” vehicles,
or coverage for “any auto.”

Workers’ Compensation and Employer's Liability insurance
providing workers’ compensation benefits, as required by the Labor
Code of the State of California or by any other state, and for which
the CONTRACTOR is responsible. In all cases, the above
insurance also shall include Employers’ Liability coverage with
limits of not less than the following:

Each Accident: $1 million
Disease — policy limit: $1 million
Disease — each employee: $1 million

Professional Liability: Insurance covering liability arising from any
error, omission, negligent or wrongful act of the CONTRACTOR, its
officers or employees with limits of not less than one million dollars
($1,000,000) per occurrence and three million dollars ($3,000,000)
aggregate. The coverage also shall provide an extended two-year
reporting period commencing upon termination or cancellation of
this Contract.

5.0 INVOICES AND PAYMENTS

5.1

5.2

For work performed in accordance with the terms of this Contract as
determined by COUNTY, CONTRACTOR shall invoice COUNTY monthly
in arrears at the actual cost incurred at rate of compensation specified in
the Bid Price. CONTRACTOR shall be paid only for the work performed
as specified in the Contract and any amendments thereto.

CONTRACTOR, without prior approval of COUNTY, may reallocate up to
a maximum of five (5) percent of the Maximum Contract Sum between
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categories (i.e., personnel, employee benefits, supplies and expenses,
equipment, travel and indirect costs) of CONTRACTOR’s approved
Budget. CONTRACTOR shall request COUNTY'’s approval in writing for
line item budget reallocations above the five (5) percent maximum. In any
event, such revisions shall not result in any increase in the Maximum
Contract Sum. Such requests to COUNTY shall be addressed to the
COUNTY Program Manager.

5.3 CONTRACTOR shall submit an invoice in arrears for services rendered in
the previous month. CONTRACTOR shall make its best efforts to submit
all invoices within 30 days of the last day of the month in which the service
was rendered. Any invoice submitted more than 30 days after the last day
of the month in which the services were rendered shall constitute a "past
due invoice." Past due invoices shall be submitted no later than 60 days
after the last day of the month in which the services were rendered.
Notwithstanding any other provision of this Contract, CONTRACTOR and
COUNTY agree that the COUNTY shall have no obligation whatsoever to
pay any past due invoices which are submitted more than 60 days after
the last day of the month in which the services were rendered. COUNTY
may, in its sole discretion, pay some or all of a past due invoice which
CONTRACTOR has submitted more than 60 days after the last day of the
month in which services were rendered provided sufficient funds remain
available under this Contract. These same time frames shall also apply to
the submission of the CONTRACTOR's final invoice.

5.4  Whether or not federal dollars will be used to pay for services under this
Contract, expenditures made by CONTRACTOR in the operation of this
Contract shall be in compliance and in conformity with the Office of
Management and Budget (OMB) Circular, A133. CONTRACTOR is
responsible for obtaining the most recent version of the OMB Circulars
which are available online via the Internet at
http://www.whitehouse.gov/omb/circulars/index.html

5.5 CONTRACTOR shall submit the original monthly invoice to the DCFS
Accounting Division and one copy to the COUNTY Program Manager for
review and approval, as follows:

County of Los Angeles

Department of Children and Family Services

Attention: Accounting Division, Contract Accounting Section
425 Shatto Place, Room 204

Los Angeles, CA 90020

And a duplicate copy of the invoices to:
County of Los Angeles,

Department of Children and Family Services
Attention: Laura Mckee, Program Manager
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6.0

5.6

5.7

5.8

5.9

5.10

425 Shatto Place, Room 500
Los Angeles, CA 90020

Payment to CONTRACTOR will be made in arrears on a monthly basis for
services performed, provided that the CONTRACTOR is not in default
under any provision of this Contract. COUNTY has no obligation to pay
for any work except those services expressly authorized by this Contract.

In compliance with Internal Revenue Service (IRS) requirements,
CONTRACTOR shall provide CONTRACTOR’s Tax Identification Number.
Furthermore, the Tax ldentification Number is necessary for processing
payment, as required by the County Auditor-Controller.

CONTRACTOR is responsible for the accuracy of invoices submitted to
COUNTY. Further, it is the responsibility of CONTRACTOR to reconcile
or otherwise correct inaccuracies or inconsistencies in the invoices
submitted by CONTRACTOR and to notify COUNTY of any overpayments
received by CONTRACTOR. Any overpayment received by
CONTRACTOR, as determined by COUNTY Program Manager, or
designee, shall be returned to COUNTY by CONTRACTOR within 30 days
of receiving notification of such overpayment from the COUNTY, or may
be set off at COUNTY’s election against future payments due
CONTRACTOR. Notwithstanding any other provision of this Contract,
CONTRACTOR shall return to COUNTY any and all payments, which
exceed the Maximum Contract Sum. Furthermore, CONTRACTOR shall
return said payments within 30 days of receiving notification of
overpayment from the COUNTY or immediately upon discovering such
overpayment, whichever date is earlier.

CONTRACTOR shall not be paid for expenditures beyond the Maximum
Contract Sum, and CONTRACTOR agrees that COUNTY has no
obligation, whatsoever, to pay for any expenditures by CONTRACTOR
that exceed the Maximum Contract Sum.

Suspension and withholding of payment. In addition to other remedies,
COUNTY reserves the right to suspend or withhold all payments to
CONTRACTOR if required reports are not provided to COUNTY on a
timely basis; if there are continuing deficiencies in CONTRACTOR's
reporting, record keeping or invoicing requirements; or if CONTRACTOR's
performance of the work is not adequately evidenced or performed.

BACKGROUND AND SECURITY INVESTIGATIONS

6.1

At any time prior to or during term of this Contract, the COUNTY may
require that all CONTRACTOR staff performing work under this Contract
undergo and pass, to the satisfaction of COUNTY, a background
investigation, as a condition of beginning and continuing to work under this
Contract. COUNTY shall use its discretion in determining the method of

Part 1: Unique Terms and Conditions 10



6.2

6.3

6.4

6.5

6.6

background clearance to be used, up to and including a COUNTY
performed fingerprint security clearance. The fees associated with
obtaining the background information shall be at the expense of the
CONTRACTOR, regardless if the CONTRACTOR's staff passes or fails
the background clearance investigation.

COUNTY may request that CONTRACTOR’s staff be immediately
removed from working on the COUNTY Contract at any time during the
term of the Contract. COUNTY will not provide to CONTRACTOR or to
CONTRACTOR’s staff any information obtained through the COUNTY
conducted background clearance.

COUNTY may immediately, at the sole discretion of the COUNTY, deny or
terminate facility access to CONTRACTOR'’s staff who do not pass such
investigation(s) to the satisfaction of the COUNTY whose background or
conduct is incompatible with COUNTY facility access.

Disqualification, if any, of CONTRACTOR staff, pursuant to this Sub-
section shall not relieve CONTRACTOR of its obligation to complete all
work in accordance with the terms and conditions of this Contract.

CONTRACTOR shall immediately notify COUNTY of any arrest and/or
subsequent conviction of any employee, independent contractor, volunteer
staff or subcontractor who may come in contact with children while
providing services under this Contract when such information becomes
known to CONTRACTOR.

CONTRACTOR agrees not to engage or continue to engage the services
of any person convicted of any crime involving harm to children, or any
crime involving conduct inimical to the health, morals, welfare or safety of
others, including but not limited to the offenses specified in Health and
Safety Code, Section 11590 (offenses requiring registration as a
controlled substance offender) and those crimes listed in the Penal Code
which involve murder, rape, kidnap, abduction, assault and lewd and
lascivious acts.

7.0 CONFIDENTIALITY

7.1

7.2

CONTRACTOR shall maintain the confidentiality of all records obtained
and information in accordance with all applicable federal, State or local
laws, rules, regulations, ordinances, directives, guidelines, policies and
procedures relating to confidentiality, including, without limitation,
COUNTY policies concerning information technology security and the
protection of confidential records and information.

CONTRACTOR shall inform all of its officers, employees, agents and
Subcontractors providing services hereunder of the confidentiality
provisions of this Contract.
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7.3

7.4

7.5

7.6

7.7

7.8

CONTRACTOR shall sign and adhere to the provisions of Exhibit B,
Attachment C, “Contractor Acknowledgement and Confidentiality
Agreement.”

CONTRACTOR shall cause each employee and non-employee
performing services covered by this Contract to sign and adhere to
“Contractor’s Employee Acknowledgment and Confidentiality Agreement”
and “Contractor's Non-Employee Acknowledgment and Confidentiality
Agreement.” CONTRACTOR shall maintain in its files copies of such
executed Agreements. Copies of these forms can be obtained through
the COUNTY’s Program Manager.

CONTRACTOR shall cause each non-employee performing services
covered by this Contract to sign and adhere to Exhibit B, Attachment D,
“Contractor's Non-Employee Acknowledgment and Confidentiality
Agreement.” CONTRACTOR shall maintain in its files copies of such
executed Agreements.

CONTRACTOR shall notify COUNTY of any attempt to obtain confidential
records through the legal process.

CONTRACTOR agrees to notify COUNTY in writing within 24 hours of any
actual or suspected misuse, misappropriation, unauthorized disclosure of,
or unauthorized access to Confidential Information that may come to
CONTRACTOR’s attention, and that includes unauthorized access to
CONTRACTOR’s computer or computers (including those of any
Subcontractor involved in the Relationship) containing CONTRACTOR’s
or COUNTY’s Confidential Information related to this Contract, including
names and information of referred clients. Unauthorized access may
include a virus or worm that penetrates and gains access to a computer
and places a back door or keystroke logger on it, or a directed hack/crack
that gains access to and some control over a computer.

CONTRACTOR shall indemnify, defend, and hold harmless COUNTY, its
officers, employees, and agents, from and against any and all claims,
demands, damages, liabilities, losses, costs and expenses, including,
without limitation, defense costs and legal, accounting and other expert,
consulting, or professional fees, arising from, connected with, or related to
any failure by CONTRACTOR, its officers, employees, agents, or
subcontractors, to comply with this Section 7.0, as determined by
COUNTY its sole judgment. Any legal defense pursuant to
CONTRACTOR'’s indemnification obligations under this Section 7.0 shall
be conducted by CONTRACTOR and performed by counsel selected by
CONTRACTOR and approved by the COUNTY. Notwithstanding the
preceding sentence, COUNTY shall have the right to participate in any
such defense at its sole cost and expense, except that in the event
CONTRACTOR fails to provide COUNTY with a full and adequate
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8.0

9.0

7.9

defense, as determined by the COUNTY in its sole judgment, COUNTY
shall be entitled to retain its own counsel, including, without limitation,
County Counsel, and reimbursement from CONTRACTOR for all such
costs and expenses incurred by COUNTY in doing so. CONTRACTOR
shall not have the right to enter into any settlement, agree to any
injunction, or make any admission, in each case, on behalf of COUNTY
without COUNTY'’s prior written approval.

CONTRACTOR shall comply with all applicable laws pertaining to
confidentiality. This shall include, but is not limited to, the confidentiality
provisions of Section 827 and Section 10850 of the California Welfare and
Institutions Code and MPP Division 19.

CONTRACTOR'’S STAFF IDENTIFICATION

8.1

CONTRACTOR shall provide, at CONTRACTOR’s expense, all staff
providing services under this Contract with a photo identification badge.

SMALL BUSINESS ENTERPRISE PREFERENCE PROGRAM

9.1

9.2

9.3

9.4

This Contract is subject to the provisions of the COUNTY’s ordinance
entitted Small Business Enterprise Preference Program, as codified in
Chapter 2.204 of the Los Angeles County Code.

CONTRACTOR shall not knowingly and with the intent to defraud,
fraudulently obtain, retain, attempt to obtain or retain, or aid another in
fraudulently obtaining or retaining or attempting to obtain or retain
certification as a Small Business Enterprise.

CONTRACTOR shall not willfully and knowingly make a false statement
with the intent to defraud, whether by affidavit, report, or other
representation, to a COUNTY official or employee for the purpose of
influencing the certification or denial of certification of any entity as a Small
Business Enterprise.

If CONTRACTOR has obtained COUNTY certification as a Small
Business Enterprise by reason of having furnished incorrect supporting
information or by reason of having withheld information, and which knew,
or should have known, the information furnished was incorrect or the
information withheld was relevant to its request for certification, and which
by reason of such certification has been awarded this Contract to which it
would not otherwise have been entitled, shall:

9.4.1 Pay to the COUNTY any difference between the Contract amount
and what the COUNTY'’s costs would have been if the Contract had
been properly awarded,;
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9.4.2 In addition to the amount described in Sub-Section 9.4.1, be
assessed a penalty in an amount of not more than 10 percent of the
amount of the Contract; and

9.4.3 Be subject to the provisions of Chapter 2.202 of the Los Angeles
County Code (Determinations of Contractor Non-Responsibility and
Contractor Debarment).

9.5 The above penalties shall also apply if CONTRACTOR is no longer
eligible for certification as a result in a change of their status and
CONTRACTOR failed to notify the State and the COUNTY’s Office of
Affirmative Action Compliance of this information.
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PART Il

1.0

2.0

STANDARD TERMS AND CONDITIONS

ADMINISTRATION OF CONTRACT — CONTRACTOR

11

1.2

CONTRACTOR's Program Director

111

1.1.2

CONTRACTOR’s Program Director is designated in Exhibit B,
Attachment H, CONTRACTOR’s Administration. CONTRACTOR shall
notify COUNTY in writing of any change in the name or address of the
CONTRACTOR'’s Program Director.

CONTRACTOR’s Program Director shall be responsible for
CONTRACTOR'’s day-to-day activities as related to this Contract and
shall coordinate with COUNTY Program Manager on a regular basis.

Approval of CONTRACTOR'’s Staff

COUNTY has the absolute right to approve or disapprove all of
CONTRACTOR's staff performing work hereunder and any proposed changes
in CONTRACTOR’s staff, including, but not limited to, CONTRACTOR’s
Program Director.

ADMINISTRATION OF CONTRACT — COUNTY

A listing of all COUNTY Administration referenced in the following Sub-sections is
designated in Exhibit B, Attachment I, COUNTY’s Administration. The COUNTY shall
notify the CONTRACTOR in writing of any change in the names or addresses shown.

2.1

COUNTY’s Program Manager

211

The responsibilities of the COUNTY’s Program Manager include:
e Ensuring that the objectives of this Contract are met;

e Providing direction to CONTRACTOR in the areas relating to COUNTY
policy, information requirements, and procedural requirements;

e Meeting with CONTRACTOR’s Program Director on a regular basis;
and

e Inspecting any and all tasks, deliverables, goods, services, or other
work provided by or on behalf of CONTRACTOR.

2.1.2 The COUNTY’s Program Manager is not authorized to make any

changes in any of the terms and conditions of this Contract and is not
authorized to further obligate COUNTY in any respect whatsoever.
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3.0

4.0

5.0

2.2

COUNTY'’s Contract Program Monitor

2.2.1 The COUNTY’s Contract Program Monitor is responsible for overseeing
the day-to-day administration of this Contract.

AMERICANS WITH DISABILITIES ACT (ADA)

The CONTRACTOR agrees to abide by all applicable federal, State and local laws
including the Americans with Disabilities Act (ADA) and its requirement to provide
reasonable accommodations and auxiliary aids or services, unless compliance with
the ADA would place an undue financial burden on, or would fundamentally alter the
nature of, the CONTRACTOR'’s program.

ASSIGNMENT AND DELEGATION

4.1

4.2

4.3

CONTRACTOR shall not assign its rights or delegate its duties under this
Contract, or both, whether in whole or in part, without the prior written consent
of COUNTY, in its discretion, and any attempted assignment or delegation
without such consent shall be null and void. For purposes of this sub-section,
COUNTY consent shall require a written amendment to the Contract, which is
formally approved and executed by the parties. Any payments by the COUNTY
to any approved delegate or assignee on any claim under this Contract shall be
deductible, at COUNTY’s sole discretion, against the claims which the
CONTRACTOR may have against the COUNTY.

Shareholders, partners, members, or other equity holders of CONTRACTOR
may transfer, sell, exchange, assign, or divest themselves of any interest they
may have therein. However, in the event any such sale, transfer, exchange,
assignment or divestment is effected in such a way as to give majority control of
CONTRACTOR to any person(s), corporation, partnership or legal entity other
than the majority controlling interest therein at the time of execution of the
Contract, such disposition is an assignment requiring the prior written consent
of COUNTY in accordance with applicable provisions of this Contract.

Any assumption, assignment, delegation or takeover of any of the
CONTRACTOR'’s duties, responsibilities, obligations or performance of same
by any entity other than the CONTRACTOR, whether through assignment,
subcontract, delegation, merger, buyout, or any other mechanism, with or
without  consideration for any reason whatsoever without
COUNTY’s express prior written approval, shall be a material breach of the
Contract which may result in the termination of this Contract. In the event of
such termination, COUNTY shall be entitled to pursue the same remedies
against CONTRACTOR as it could pursue in the event of default by
CONTRACTOR.

AUTHORIZATION WARRANTY

The CONTRACTOR represents and warrants that the person executing this Contract
for the CONTRACTOR is an authorized agent who has actual authority to bind the
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6.0

7.0

CONTRACTOR to each and every term, condition and obligation of this Contract and
that all requirements of the CONTRACTOR have been fulfilled to provide such actual
authority.

BUDGET REDUCTION

In the event that the COUNTY’S Board of Supervisors adopts, in any fiscal year, a
COUNTY budget which provides for reductions in the salaries and benefits paid to the
majority of COUNTY employees and imposes similar reductions with respect to
COUNTY Contracts, the COUNTY reserves the right to reduce its payment obligation
under this Contract correspondingly for that fiscal year and any subsequent fiscal year
during the term of this Contract (including any extensions), and the services to be
provided by the CONTRACTOR under this Contract shall also be reduced
correspondingly. The COUNTY’s notice to the CONTRACTOR regarding said
reduction in payment obligation shall be provided within 30 days of the Board’'s
approval of such actions. Except as set forth in the preceding sentence, the
CONTRACTOR shall continue to provide all of the services set forth in this Contract.

CHANGES AND AMENDMENTS

7.1 COUNTY reserves the right to change any portion of the work required under
this Contract, or amend such other terms and conditions, as may become
necessary. Any such revision shall be accomplished as set forth in this section
7.0.

7.2  For any change which affects the scope of work, term of Contract, Contract
Sum, payments, or any terms or conditions included under this Contract, an
amendment shall be prepared by DCFS and executed by the Contractor and
COUNTY’s Board of Supervisors or the Director in the event the Director has
the delegated authority to execute. Approval of County Counsel must be
obtained for any changes which affect the scope of work.

7.3 COUNTY'’s Board of Supervisors or Chief Executive Officer or designee may
require the addition and/or change of certain terms and conditions in the
Contract during the term of this Contract. The COUNTY reserves the right to
add and/or change such provisions as required by the COUNTY’s Board of
Supervisors or Chief Executive Officer. To implement such changes, an
Amendment to the Contract shall be prepared by DCFS and executed by the
CONTRACTOR and by the Board of Supervisors or Director of DCFS if the
Board of Supervisors has delegated the authority to do so.

7.4  The DCFS Director may sign an Amendment to this Contract without further
action by the COUNTY’s Board of Supervisors only under the following
conditions as applicable:

7.4.1 The amendment shall be in compliance with applicable County, State
and federal regulations; and
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8.0

7.4

7.4.2 The Board of Supervisors has appropriated sufficient funds in COUNTY's
budget; and

7.4.3 The Amendment is for a decrease, or an increase of not more than 10
percent correlated to an increase or a decrease in the number of units of
service, of the original Maximum Contract Sum; and

7.4.4 Amendments for decreases, or increases greater than 10 percent
correlated to an increases or decreases in the number of units of service,
of the original Maximum Contract Sum shall be in compliance with
Section 23-604 of the California Department of Social Services
Operations Policies and Procedures Manual; and

7.4.5 Prior County Counsel and CEO approval is obtained.

The Director of DCFS or designee, may extend the Contract for an additional
six months by written notification, if necessary, to complete a solicitation for a
new contract. Approval of County Counsel must be obtained prior to execution
of such extension.

CHILD ABUSE PREVENTION REPORTING

8.1

8.2

CONTRACTOR agrees that the safety of the child will always be the first
priority. To ensure the safety of children, CONTRACTOR will immediately notify
COUNTY and the Child Abuse Hotline whenever CONTRACTOR reasonably
suspects that a child has been a victim of abuse and/or is in danger of future
abuse. The CONTRACTOR will remain with the child if imminent risk is
present.

CONTRACTOR shall ensure that all known or suspected instances of child
abuse are reported to a child protection agency as defined in Section 11164, et.
Seq. of the Penal Code. This responsibility shall include:

8.2.1 A requirement that all employees, consultants, or agents performing
services under this Contract, who are required by the California Penal
Code to report child abuse, sign a statement that he or she knows of the
reporting requirements and will comply with them.

8.2.2 The establishment of procedures to ensure reporting even when
employees, consultants or agents who are not required to report child
abuse under the California Penal Code gain knowledge of, or reasonably
suspect that a child has been a victim of abuse or neglect.

8.2.3 The assurance that all employees of CONTRACTOR and Subcontractors
understand that the safety of the child is always the first priority.
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9.0

CHILD SUPPORT COMPLIANCE PROGRAM

9.1

9.2

Contractor's Warranty of Adherence to County’'s Child Support Compliance
Program

9.1.1

9.1.2

The CONTRACTOR acknowledges that the COUNTY has established a
goal of ensuring that all individuals who benefit financially from the
COUNTY through Contract are in compliance with their court-ordered
child, family and spousal support obligations in order to mitigate the
economic burden otherwise imposed upon the COUNTY and its
taxpayers.

As required by the COUNTY’s Child Support Compliance Program
(County Code Chapter 2.200) and without limiting the CONTRACTOR’s
duty under this Contract to comply with all applicable provisions of law,
the CONTRACTOR warrants that it is now in compliance and shall
during the term of this Contract maintain in compliance with employment
and wage reporting requirements as required by the Federal Social
Security Act (42 USC Section 653a) and California Unemployment
Insurance Code Section 1088.5, and shall implement all lawfully served
Wage and Earnings Withholding Orders or Child Support Services
Department Notices of Wage and Earnings Assignment for Child, Family
or Spousal Support, pursuant to Code of Civil Procedure Section
706.031 and Family Code Section 5246(b).

Termination for Breach of Warranty to Maintain Child Support Compliance

Failure of the CONTRACTOR to maintain compliance with the requirements set

forth in Sub-Section 9.1, “Contractor's Warranty of Adherence to County’s Child

Support Compliance Program,” shall constitute default under this Contract.

Without limiting the rights and remedies available to the COUNTY under any

other provision of this Contract, failure of the CONTRACTOR to cure such default

within 90 days of written notice shall be grounds upon which the COUNTY may
terminate this Contract pursuant to Part Il, Termination for CONTRACTOR'’s

Default,” and pursue debarment of the CONTRACTOR, pursuant to County Code
Chapter 2.202.

10.0 COMMUNITY BUSINESS ENTERPRISES PROGRAM

11.0

In accordance with COUNTY policy, CONTRACTOR has submitted a true and correct
copy of the Certification Application, which is attached as Exhibit B, Attachment B.

COMPLAINTS

11.1 CONTRACTOR shall develop, maintain, and operate procedures for receiving,
investigating and responding to complaints.
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11.2 Within five business days after Contract effective date, CONTRACTOR shall
provide the COUNTY with the CONTRACTOR’s policy for receiving,
investigating and responding to user complaints.

11.2.1 The COUNTY will review the CONTRACTOR’s policy and provide the
CONTRACTOR with approval of said plan or with requested changes.

11.2.2 If the COUNTY request changes in the CONTRACTOR'’s policy, the
CONTRACTOR shall make such changes and resubmit the plan with
five business days for COUNTY approval.

11.2.3 If, at any time, the CONTRACTOR wishes to change the
CONTRACTOR’s policy, the CONTRACTOR shall submit proposed
changes to the COUNTY for approval before implementation.

11.3 CONTRACTOR shall preliminarily investigate all complaints and notify the
COUNTY’s Program Manager of the status of the investigation within five
business days of receiving the complaint.

11.4 When complaints cannot be resolved informally, a system of follow-through
shall be instituted which adheres to formal plans for specific actions and strict
time deadlines.

11.5 Copies of all written responses shall be sent to the COUNTY’s Program
Manager within three business days of mailing to the complainant.

12.0 COMPLIANCE WITH APPLICABLE LAWS

12.1 CONTRACTOR shall comply with all applicable federal, State, and local laws,
rules, regulations, ordinances, and directives, guidelines, policies and
procedures, and all provisions required thereby to be included in this Contract
are hereby incorporated herein by reference. This includes compliance with
mandatory standards and policies relating to energy efficiency in the State
Energy Conservation Plan (Title 24, California Administrative Code) and
compliance with Section 306 of the Clean Air Act (42 USC 1857(h)), Section
508 of the Clean Water Act (33 USC 1368), Executive Order 11738 and
Environmental Protection Agency regulations (40 CFR Part 15). Insofar as
permits and/or licenses are required for the prescribed services and/or any
construction authorized herein, the same must be obtained from the regulatory
agency having jurisdiction thereover.

12.1.1 CONTRACTOR acknowledges that this Contract will be funded, in part,
with federal funds; therefore, CONTRACTOR agrees that it shall comply
with all applicable federal laws and regulations pertaining to such federal
funding. Said federal laws and regulations include, but are not limited to,
45 CFR Section 92.36, et seq.

12.1.2 For contract over $10,000, CONTRACTOR agrees to comply fully with
the terms of Executive Order 11246, entitted Equal Employment
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13.0

14.0

Opportunity as amended by Executive Order 11375, and as
supplemented by Department of Labor Regulations (41 CFR Part 60).

12.2 Failure by CONTRACTOR to comply with such laws and regulations shall be a
material breach of this Contract and may result in termination of this Contract

12.3 CONTRACTOR shall indemnify, defend, and hold harmless COUNTY, its
officers, employees, and agents, from and against any and all claims, demands,
damages, liabilities, losses, costs, and expenses, including, without limitation,
defense costs and legal, accounting and other expert, consulting or professional
fees, arising from, connected with, or related to any failure by CONTRACTOR,
its officers, employees, agents, or subcontractors, to comply with any such
laws, rules, regulations, ordinances, directives, guidelines, policies, or
procedures, as determined by COUNTY in its sole judgment. Any legal defense
pursuant to CONTRACTOR'’s indemnification obligations under this Paragraph
12.2 shall be conducted by CONTRACTOR and performed by counsel selected
by CONTRACTOR and approved by COUNTY. Notwithstanding the preceding
sentence, COUNTY shall have the right to participate in any such defense at its
sole cost and expense, except that in the event CONTRACTOR fails to provide
COUNTY with a full and adequate defense, as determined by COUNTY in its
sole judgment, COUNTY shall be entitled to retain its own counsel, including,
without limitation, County Counsel, and reimbursement from CONTRACTOR for
all such costs and expenses incurred by COUNTY in doing so. CONTRACTOR
shall not have the right to enter into any settlement, agree to any injunction or
other equitable relief, or make any admission, in each case, on behalf of
COUNTY without COUNTY’s prior written approval.

COMPLIANCE WITH CIVIL RIGHTS LAWS

CONTRACTOR hereby assures that it will comply with Subchapter VI of the Civil
Rights Act of 1964, 42 USC Sections 2000 (e) (1) through 2000 (e) (17), to the end
that no person shall, on the grounds of race, creed, color, sex, religion, ancestry, age,
condition of physical handicap, marital status, political affiliation, or national origin, be
excluded from participation in, be denied the benefits of, or be otherwise subjected to
discrimination under this Contract or under any project, program or activity supported
by this Contract. CONTRACTOR shall comply with Exhibit B, Attachment A,
Contractor’'s Equal Employment Opportunity (EEO) Certification.

COMPLIANCE WITH JURY SERVICE PROGRAM

This Contract is subject to the provisions of the COUNTY’s ordinance entitled
Contractor Employee Jury Service (“Jury Service Program”) as codified in Sections
2.203.010 through 2.203.090 of the Los Angeles County Code, a copy of which is
attached hereto as Exhibit B, Attachment F, and incorporated by reference into and
made a part of this Contract.

14.1 Written Employee Jury Service Policy
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14.1.1 Unless CONTRACTOR has demonstrated to the COUNTY'’s
satisfaction either that CONTRACTOR is not a “Contractor” as defined
under the Jury Service Program (Section 2.203.020 of the County
Code) or that CONTRACTOR qualifies for an exception to the Jury
Service Program (Section 2.203.070 of the County Code),
CONTRACTOR shall have and adhere to a written policy that provides
that its Employees shall receive from the CONTRACTOR, on an annual
basis, no less than five days of regular pay for actual jury service. The
policy may provide that Employees deposit any fees received for such
jury service with the CONTRACTOR or that the CONTRACTOR deduct
from the Employee’s regular pay the fees received for jury service.

14.1.2 For purposes of this Section, “Contractor” means a person, partnership,
corporation or other entity which has a contract with the COUNTY or a
subcontract with a COUNTY contractor and has received or will receive
an aggregate sum of Fifty Thousand Dollars ($50,000) or more in any
12-month period under one or more COUNTY contracts or
subcontracts. “Employee” means any California resident who is a full-
time employee of CONTRACTOR. *“Full-time” means 40 hours or more
worked per week, or a lesser number of hours if: 1) the lesser number
Is a recognized industry standard as determined by the COUNTY, or 2)
CONTRACTOR has a long-standing practice that defines the lesser
number of hours as full-time. Full-time employees providing short-term,
temporary services of 90 days or less within a 12-month period are not
considered full-time for purposes of the Jury Service Program. If
CONTRACTOR uses any Subcontractor to perform services for the
COUNTY under this Contract, the Subcontractor shall also be subject
to the provisions of this Section. The provisions of this Sub-section
shall be inserted into any such subcontract contract and a copy of the
Jury Service Program shall be attached to the agreement.

14.1.3 If CONTRACTOR is not required to comply with the Jury Service
Program when the Contract commences, CONTRACTOR shall have a
continuing obligation to review the applicability of its “exception status”
from the Jury Service Program, and CONTRACTOR shall immediately
notify COUNTY if CONTRACTOR at any time either comes within the
Jury Service Program’s definition of “Contractor” or if CONTRACTOR
no longer qualifies for an exception to the Jury Service Program. In
either event, CONTRACTOR shall immediately implement a written
policy consistent with the Jury Service Program. The COUNTY may
also require, at any time during the term of this Contract and at its sole
discretion, that CONTRACTOR demonstrate to the COUNTY’s
satisfaction that CONTRACTOR either continues to remain outside of
the Jury Service Program’s definition of “Contractor” and/or that
CONTRACTOR continues to qualify for an exception to the Program.

14.1.4 CONTRACTOR'’s violation of this Section of this Contract may
constitute a material breach of this Contract. In the event of such
material breach, COUNTY may, in its sole discretion, terminate the
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16.0

17.0

Contract and/or bar CONTRACTOR from the award of future COUNTY
contracts for a period of time consistent with the seriousness of the
breach.

CONDUCT OF PROGRAM

CONTRACTOR shall abide by all terms and conditions imposed and required by this
Contract and shall comply with all subsequent revisions, modifications, and
administrative and statutory changes made by the State, and all applicable provisions
of State and federal regulations. Failure by CONTRACTOR to comply with provisions,
requirements or conditions of this Contract, including, but not limited to, performance
documentation, reporting and evaluation requirements, shall be a material breach of
this Contract and may result in the withholding of payments, financial penalties, and/or
termination as stated herein.

CONFLICT OF INTEREST

16.1 No COUNTY employee whose position in COUNTY enables such employee to
influence the award of this Contract or any competing Contract, and no spouse
or economic dependent of such employee, shall be employed in any capacity
by CONTRACTOR or have any other direct or indirect financial interest in this
Contract. No officer or employee of CONTRACTOR who may financially benefit
from the performance of work hereunder shall in any way participate in
COUNTY’s approval, or ongoing evaluation of such work, or in any way attempt
to unlawfully influence COUNTY'’s approval or ongoing evaluation of such work.

16.2 CONTRACTOR shall comply with all conflict of interest laws, ordinances and
regulations now in effect or hereafter to be enacted during the term of this
Contract. CONTRACTOR warrants that it is not now aware of any facts that
create a conflict of interest. If CONTRACTOR hereafter becomes aware of any
facts that might reasonably be expected to create a conflict of interest, it shall
immediately make full written disclosure of such facts to COUNTY. Full written
disclosure shall include, but is not limited to, identification of all persons
implicated and complete description of all relevant circumstances. Failure to
comply with the provisions of this Section shall be a material breach of this
Contract.

CONSIDERATION OF GREATER AVENUES FOR INDEPENDENCE (GAIN) OR
GENERAL RELIEF OPPORTUNITIES FOR WORK (GROW) PARTICIPANTS FOR
EMPLOYMENT

17.1 Should CONTRACTOR require additional or replacement personnel after the
effective date of this Contract, CONTRACTOR shall give consideration for any
such employment openings to participants in the COUNTY’s Department of
Public Social Services’ Greater Avenues for Independence (GAIN) Program or
General Relief Opportunities for Work (GROW) Program who meet
CONTRACTOR’s minimum qualifications for the open position. For this
purpose, consideration shall mean that the CONTRACTOR will interview
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19.0

20.0

qualified candidates. The COUNTY will refer GAIN/GROW patrticipants, by job
category, to CONTRACTOR.

17.2 In the event that both laid-off COUNTY employees and GAIN/GROW
participants are available for hiring, COUNTY employees shall be given first
priority.

CONSIDERATION OF HIRING COUNTY EMPLOYEES TARGETED FOR LAYOFFS
OR ON REEMPLOYMENT LIST

Should CONTRACTOR require additional or replacement personnel after the effective
date of this Contract to perform the services set forth herein, CONTRACTOR shall
give first consideration for such employment openings to qualified permanent
COUNTY employees who are targeted for layoff or qualified former COUNTY
employees who are on a reemployment list during the life of this Contract.

CONTRACT ACCOUNTING AND FINANCIAL REPORTING

19.1 CONTRACTOR shall establish and maintain an accounting system including
internal controls and financial reporting, which shall meet the minimum
requirements for Contract Accounting as described in Exhibit B, Attachment D,
Auditor-Controller Contract Accounting and Administration Handbook.

19.2 CONTRACTOR shall maintain supporting documentation for all accruals
reported. Accruals which are not properly supported may be disallowed upon
audit.

CONTRACTOR RESPONSIBILITY AND DEBARMENT

20.1 A responsible contractor is one who has demonstrated the attribute of
trustworthiness, as well as quality, fithess, capacity and experience to
satisfactorily perform the contract. It is the COUNTY’s policy to conduct
business only with responsible contractors.

20.2 The CONTRACTOR is hereby notified that, in accordance with Chapter 2.202
of the County Code, if the COUNTY acquires information concerning the
performance of the CONTRACTOR on this or other contracts which indicates
that the CONTRACTOR is not responsible, the COUNTY may, in addition to
other remedies provided in the Contract, debar the CONTRACTOR from
bidding or proposing on, or being awarded, and/or performing work on
COUNTY contracts for a specified period of time, which generally will not
exceed five years but may exceed five years or be permanent if warranted by
the circumstances, and terminate any or all existing contracts the
CONTRACTOR may have with the COUNTY.

20.3 The COUNTY may debar a Contractor if the COUNTY’s Board of Supervisors,
finds in its discretion, that the Contractor has done any of the following: (1)
violated a term of a contract with the COUNTY or a nonprofit corporation
created by the COUNTY:; (2) committed an act or omission which negatively
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reflects on the CONTRACTOR’s quality, fitness or capacity to perform a
contract with the COUNTY, any other public entity, or a nonprofit corporation
created by the COUNTY, or engaged in a pattern or practice which negatively
reflects on same; (3) committed an act or offense which indicates a lack of
business integrity or business honesty, or (4) made or submitted a false claim
against the COUNTY or any other public entity.

20.4 If there is evidence that the CONTRACTOR may be subject to debarment, the
Department will notify the CONTRACTOR in writing of the evidence, which is
the basis for the proposed debarment and will advise the CONTRACTOR of the
scheduled date for a debarment hearing before the Contractor Hearing Board.

20.5 The Contractor Hearing Board will conduct a hearing where evidence on the
proposed debarment is presented. The CONTRACTOR and/or the
CONTRACTOR's representative shall be given an opportunity to submit
evidence at that hearing. After the hearing, the Contractor Hearing Board shall
prepare a tentative proposed decision, which shall contain a recommendation
regarding whether the CONTRACTOR should be debarred, and if so, the
appropriate length of time of the debarment. The CONTRACTOR and the
Department shall be provided an opportunity to object to the tentative proposed
decision prior to its presentation to the Board of Supervisors.

20.6 After consideration of any objections, or if no objections are submitted, a record
of the hearing, the proposed decision and any other recommendation of the
Contractor Hearing Board shall be presented to the COUNTY'’s Board of
Supervisors. The COUNTY’s Board of Supervisors shall have the right to
modify, deny, or adopt the proposed decision and recommendation of the
Contractor Hearing Board.

20.7 If a Contractor has been debarred for a period longer than five years, that
Contractor may, after the debarment has been in effect for at least five years,
submit a written request for review of the debarment determination to reduce
the period of debarment or terminate the debarment. The COUNTY may, in its
discretion, reduce the period of debarment or terminate the debarment if it finds
that the Contractor has adequately demonstrated one or more of the following:
(1) elimination of the grounds for which the debarment was imposed; (2) a bona
fide change in ownership or management; (3) material evidence discovered
after debarment was imposed; or (4) any other reason that is in the best
interests of the COUNTY.

20.8 The Contractor Hearing Board will consider a request for review of a debarment
determination only where: (1) the Contractor has been debarred for a period
longer than five years; (2) the debarment has been in effect for at least five
years; and (3) the request is in writing, states one or more of the grounds for
reduction of the debarment period or termination of the debarment, and
includes supporting documentation. Upon receiving an appropriate request, the
Contractor Hearing Board will provide notice of the hearing on the request. At
the hearing, the Contractor Hearing Board shall conduct a hearing where
evidence on the proposed reduction of the debarment period or termination of
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22.0

23.0

debarment is presented. This hearing shall be conducted and the request for
review decided by the Contractor Hearing Board pursuant to the same
procedures as for a debarment hearing.

20.8.1 The Contractor Hearing Board’s proposed decision shall contain a
recommendation on the request to reduce the period of debarment or
terminate the debarment. The Contractor Hearing Board shall present
its proposed decision and recommendation to the Board of
Supervisors. The Board of Supervisors shall have the right to modify,
deny or adopt the proposed decision and recommendation of the
Contractor Hearing Board.

20.9 These terms shall also apply to Subcontractors of COUNTY Contractors.

20.10 A registry of Debarred Contractors for Los Angeles County, State and federal
agencies may be obtained by going to the following websites:

. County: http://lacounty.info/doing_business/DebarmentList.htm
° State: http://www.dir.ca.gov/dlse/debar.html
. Federal: http://www.epls.gov/epls/search.do?multiName=true

CONTRACTOR'S CHARITABLE ACTIVITIES COMPLIANCE

The Supervision of Trustees and Fundraisers for Charitable Purposes Act regulates
entities receiving or raising charitable contributions. The "Nonprofit Integrity Act of
2004" (SB 1262, Chapter 919) increased Charitable Purposes Act requirements. By
requiring CONTRACTORSs to complete the certification in Exhibit B, Attachment J, the
COUNTY seeks to ensure that all COUNTY Contractors which receive or raise
charitable contributions comply with California law in order to protect the COUNTY and
its taxpayers. A Contractor that receives or raises charitable contributions without
complying with its obligations under California law commits a material breach
subjecting it to either contract termination or debarment proceedings or both (County
Code Chapter 2.202).

CONTRACTOR’S OBLIGATIONS UNDER HEALTH INSURANCE PORTABILITY &
ACCOUNTABILITY ACT (HIPAA)

The COUNTY is subject to the Administrative Simplification requirements of the
federal Health Insurance Portability and Accountability Act of 1996 (HIPAA). Under
this Contract, CONTRACTOR provides services to the COUNTY and the
CONTRACTOR receives, has access to, and/or creates Protested Health Information
as defined in Exhibit B, Attachment K in order to provide those services. The
COUNTY and the CONTRACTOR therefore agree to the terms of Exhibit B,
Attachment K, CONTRACTOR'’s Obligations under HIPAA.

CONTRACTOR’S WORK
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25.0

26.0

22.1 Pursuant to the provisions of this Contract, CONTRACTOR shall fully perform,
complete and deliver on time, all tasks, deliverables, services and other work as
more fully set forth in Exhibit A, Statement of Work.

22.2 If the CONTRACTOR provides any tasks, deliverables, goods, services, or
other work, other than as specified in this Contract, the same shall be deemed
to be a gratuitous effort on the part of the CONTRACTOR, and the
CONTRACTOR shall have no claim whatsoever against the COUNTY.

COUNTY’S QUALITY ASSURANCE PLAN

The COUNTY or its agent will evaluate CONTRACTOR’s performance under this
Contract on not less than an annual basis. Such evaluation will include assessing the
CONTRACTOR'’s compliance with all contract terms and conditions and performance
standards. CONTRACTOR deficiencies which COUNTY determines are severe or
continuing and that may place performance of the Contract in jeopardy if not corrected
will be reported to the COUNTY’s Board of Supervisors. The report will include
improvement/corrective action measures taken by the COUNTY and CONTRACTOR.
If improvement does not occur consistent with the corrective action measures, the
COUNTY may terminate this Contract or impose other penalties as specified in this
Contract.

EMPLOYEE BENEFITS AND TAXES

25.1 CONTRACTOR shall be solely responsible for providing to, or on behalf of its
employees, all legally required salaries, wages, benefits, or other
compensation.

25.2 COUNTY shall have no liability or responsibility for any taxes, including, without
limitation, sales, income, employee withholding and/or property taxes which
may be imposed in connection with or resulting from this Contract or
CONTRACTOR'’s performance hereunder.

EMPLOYMENT ELIGIBILITY VERIFICATION

26.1 CONTRACTOR warrants that it fully complies with all federal and State statutes
and regulations regarding employment of aliens and others, and that all its
employees performing work under this Contract meet the citizenship or alien
status requirements set forth in federal and State statutes and regulations.
CONTRACTOR shall obtain, from all employees performing work hereunder, all
verification and other documentation of employment eligibility status required by
federal and State statutes and regulations, including, but not limited to, the
Immigration Reform and Control Act of 1986, (P.L. 99-603), or as they currently
exist and as they may be hereafter amended. CONTRACTOR shall retain such
documentation of all covered employees for the period prescribed by law.

26.2 CONTRACTOR shall indemnify, defend and hold harmless, the COUNTY, its
agents, officers and employees from employer sanctions and any other liability
which may be assessed against the CONTRACTOR or the COUNTY or both in
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connection with any alleged violation of federal or State statutes or regulations
pertaining to the eligibility for employment of any persons performing work
under this Contract.

27.0 EVENTS OF DEFAULT

28.0

27.1

27.2

27.3

Default for Non-Performance

COUNTY may terminate the whole or any part of this Contract if either of the
following circumstances exists:

27.1.1 CONTRACTOR has made a misrepresentation of any required element
in the bid/proposal submitted in response to the Invitation for
Bids/Request for Proposals, if any; or

27.1.2 CONTRACTOR fails to comply with or perform any provision of this
Contract or fails to make progress so as to endanger performance of
any term of this Contract.

Default for Insolvency

COUNTY may terminate this Contract for default for insolvency in the event of
the occurrence of any of the following:

27.2.1 Insolvency of CONTRACTOR. CONTRACTOR shall be deemed
insolvent if it has ceased to pay its debts in the ordinary course of
business or cannot pay its debts as they become due, whether it has
filed for bankruptcy or not, and whether insolvent within the meaning of
the Federal Bankruptcy Law or not;

27.2.2 The filing of a voluntary petition in bankruptcy;
27.2.3 The appointment of a Receiver or Trustee for CONTRACTOR;

27.2.4 The execution by CONTRACTOR of an assignment for the benefit of
creditors.

Other Events of Default

Determination by the COUNTY, the State Fair Employment Commission, or the
Federal Equal Employment Opportunity Commission of discrimination having
been practiced by CONTRACTOR in violation of State and/or federal laws
thereon.

FAIR LABOR STANDARDS

The CONTRACTOR shall comply with all applicable provisions of the Federal Fair
Labor Standards Act and shall indemnify, defend, and hold harmless the COUNTY
and its agents, officers and employees from any and all liability, including, but not
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30.0

limited to, wages, overtime pay, liquidated damages, penalties, court costs and
attorneys’ fees arising under any wage and hour law, including, but not limited to, the
Federal Fair Labor Standards Act, for work performed by the CONTRACTOR'’s
employees for which the COUNTY may be found jointly or solely liable.

FIXED ASSETS

Title to all fixed assets purchased with COUNTY funds designated by the COUNTY for
that purpose under this Contract shall remain with COUNTY. A “Fixed Asset” is
defined hereunder as any equipment costing Five Thousand Dollars ($5,000) or more,
with a useful life of more than one year. Such assets shall be maintained and repaired
by CONTRACTOR during the term of this Contract. CONTRACTOR shall provide an
accounting of such assets at the termination or expiration of this Contract and shall
deliver same to COUNTY upon COUNTY’s written request. CONTRACTOR shall
have the option upon the expiration or termination of the Contract to acquire such
assets at a price to be mutually agreed upon by COUNTY and CONTRACTOR.

FORMER FOSTER YOUTH CONSIDERATION

30.1 Should CONTRACTOR require additional or replacement personnel after the
effective date of this Contract to perform services set forth herein,
CONTRACTOR shall give consideration (after COUNTY employees, and
GAIN/GROW participants as described in Part Il, Sections 18.0 and 17.0,
respectively) for any such position(s) to qualified former foster youth.
CONTRACTOR shall notify COUNTY of any new or vacant positions(s) within
CONTRACTOR's firm by sending via U.S. mail or facsimile, a list denoting any
position(s) for which hiring is anticipated to:

County of Los Angeles

Department of Children and Family Services

Attention: Division Chief, Emancipation Services Division
3530 Wilshire Blvd., Suite 400

Los Angeles, CA 90010

FAX: (213) 637-0036

30.2 The notice sent by CONTRACTOR must indicate the position(s)/title(s) for
vacant or new employment opportunity, description of same,
requirements/qualifications for position(s), anticipated pay rate or salary
schedule, the location where application(s)/requests for application(s) may be
sent, final date of acceptance for applications, and any special circumstances
relevant to the hiring procedure for said position(s).

30.3 CONTRACTOR is exempt from the provisions of this Section if it is a
governmental entity.
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31.0

32.0

33.0

GOVERNING LAW, JURISDICTION, AND VENUE

This Contract shall be governed by, and construed in accordance with, the laws of the
State of California. The CONTRACTOR agrees and consents to the exclusive
jurisdiction of the courts of the State of California for all purposes regarding this
Contract and further agrees and consents that venue of any action brought hereunder
shall be exclusively in the County of Los Angeles.

INDEMNIFICATION

CONTRACTOR shall indemnify, defend and hold harmless the COUNTY, its Special
Districts, elected and appointed officers, employees and agents from and against any
and all liability, including, but not limited to, demands, claims, actions, fees, costs and
expenses (including attorney and expert witness fees), arising from or connected with
CONTRACTOR'’s acts and/or omissions arising from and/or relating to this Contract.

INDEPENDENT CONTRACTOR STATUS

33.1 This Contract is by and between the COUNTY and the CONTRACTOR and is
not intended, and shall not be construed, to create the relationship of agent,
servant, employee, partnership, joint venture or association, as between
COUNTY and the CONTRACTOR. The employees and agents of one party
shall not be, or be construed to be, the employees or agents of the other party
for any purpose whatsoever.

33.2 CONTRACTOR shall be solely liable and responsible for providing to, or on
behalf of, all persons performing work pursuant to this Contract all
compensation and benefits. The COUNTY shall have no liability or
responsibility for the payment of any salaries, wages, unemployment benefits,
disability benefits, federal, State, or local taxes, or other compensation, benefits
or taxes for any personnel provided by or on behalf of the CONTRACTOR.

33.3 CONTRACTOR understands and agrees that all persons performing work
pursuant to this Contract are, for purposes of Workers’ Compensation liability,
solely employees of the CONTRACTOR and not employees of the COUNTY.
The CONTRACTOR shall be solely liable and responsible for furnishing any
and all Workers’ Compensation benefits to any person as a result of any injuries
arising from or connected with any work performed by or on behalf of the
CONTRACTOR pursuant to this Contract.

33.4 CONTRACTOR shall cause each employee performing services covered by
this Contract to sign and adhere to, “CONTRACTOR’s Employee
Acknowledgement and Confidentiality Agreement.” The CONTRACTOR shall
cause each non-employee performing services covered by this Contract to sign
and adhere to “CONTRACTOR’s Non-Employee Acknowledgement,
Confidentiality, and Copyright Assignment Agreement.”
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34.0 LIQUIDATED DAMAGES

34.1

34.2

34.3

34.4

If, in the judgment of the Director, the CONTRACTOR is deemed to be non-
compliant with the terms and obligations assumed hereby, the Director, or
his/her designee, at his/her option, in addition to, or in lieu of, other remedies
provided herein, may withhold the entire monthly payment or deduct pro rata
from the CONTRACTOR'’s invoice for work not performed. A description of the
work not performed and the amount to be withheld or deducted from payments
to the CONTRACTOR from the COUNTY, will be forwarded to the
CONTRACTOR by the Director, or his/her designee, in a written notice
describing the reasons for said action.

If the Director determines that there are deficiencies in the performance of this
Contract that the Director deems are correctable by the CONTRACTOR over a
certain time span, the Director will provide a written notice to the
CONTRACTOR to correct the deficiency within specified time frames. Should
the CONTRACTOR fail to correct deficiencies within said time frame, the
Director may:

@) Deduct from the CONTRACTOR’s payment, pro rata, those applicable
portions of the Monthly Contract Sum; and/or

(b) Deduct liquidated damages. The parties agree that it will be
impracticable or extremely difficult to fix the extent of actual damages
resulting from the failure of the CONTRACTOR to correct a deficiency
within the specified time frame. The parties hereby agree that under the
current circumstances a reasonable estimate of such damages shall be
that which is specified in Exhibit A-1, Performance Requirements
Summary (PRS) Chart, and that the CONTRACTOR shall be liable to the
COUNTY for liquidated damages in said amount. Said amount shall be
deducted from the COUNTY’s payment to the CONTRACTOR; and/or

(©) Upon giving five days notice to the CONTRACTOR for failure to correct
the deficiencies, the COUNTY may correct any and all deficiencies and
the total costs incurred by the COUNTY for completion of the work by an
alternate source, whether it be COUNTY forces or separate private
contractor, will be deducted and forfeited from the payment to the
CONTRACTOR from the COUNTY, as determined by the COUNTY.

The action noted in Sub-section 33.2 shall not be construed as a penalty, but as
adjustment of payment to the CONTRACTOR to recover the COUNTY cost due
to the failure of the CONTRACTOR to complete or comply with the provisions of
this Contract.

This Sub-section shall not, in any manner, restrict or limit the COUNTY’s right to
damages for any breach of this Contract provided by law or as specified in the
PRS or Sub-section 33.2, and shall not, in any manner, restrict or limit the
COUNTY’s right to terminate this Contract as agreed to herein.
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35.0

36.0

37.0

MANDATORY REQUIREMENT TO REGISTER ON COUNTY’S WEBVEN

CONTRACTOR represents and warrants that it has registered in the COUNTY’s
WebVen. Prior to a contract award, all potential contractors must register in the
COUNTY’s WebVen. The WebVen contains the vendor's business profile and
identifies the goods/services the business provides. Registration can be accomplished
online via the Internet by accessing the COUNTY's home page at
http://lacounty.info/doing_business/main_db.htm. (There are underscores in the
address between the words ‘doing business’ and ‘main db’.)

MOST FAVORED PUBLIC ENTITY

If the CONTRACTOR's prices decline, or should the CONTRACTOR at any time
during the term of this Contract provide the same goods or services under similar
quantity and delivery conditions to the State of California or any county, municipality or
district of the State at prices below those set forth in this Contract, then such lower
prices shall be immediately extended to the COUNTY.

NON-DISCRIMINATION AND AFFIRMATIVE ACTION

37.1 CONTRACTOR certifies and agrees that all persons employed by it, its
affiliates, subsidiaries or holding companies, are and shall be treated equally
without regard to or because of race, color, religion, ancestry, national origin,
sex, age, physical or mental disability, marital status, or political affiliation, in
compliance with all applicable federal and State anti-discrimination laws and
regulations.

37.2 CONTRACTOR shall certify to, and comply with, the provisions of Exhibit B,
Attachment A, Contractor’'s Equal Employment Opportunity (EEO) Certification.

37.3 CONTRACTOR shall take affirmative action to ensure that applicants are
employed and that employees are treated during employment without regard to
race, color, religion, ancestry, national origin, sex, age, physical or mental
disability, marital status or political affiliation, in compliance with all applicable
federal and State anti-discrimination laws and regulations. Such action shall
include, but is not limited to: employment, upgrading, demotion, transfer,
recruitment or recruitment advertising, layoff or termination, rates of pay or
other forms of compensation, and selection for training, including
apprenticeship.

37.4 CONTRACTOR certifies and agrees that it will deal with its subcontractors,
bidders, or vendors without regard to or because of race, color, religion,
ancestry, national origin, sex, age, physical or mental disability, marital status or
political affiliation.

37.5 CONTRACTOR certifies and agrees that it, its affiliates, subsidiaries, or holding
companies shall comply with all applicable federal and State laws and
regulations to the end that no person shall, on the grounds of race, color,
religion, ancestry, national origin, sex, age, physical or mental disability, marital
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38.0

39.0

40.0

41.0

Part 11

status, or political affiliation, be excluded from participation in, be denied the
benefits of, or be otherwise subjected to discrimination under this Contract or
under any project, program or activity supported by this Contract.

37.6 CONTRACTOR shall allow COUNTY representatives access to
CONTRACTOR'’s employment records during regular business hours to verify
compliance with the provisions of this section when so requested by COUNTY.

37.7 If the COUNTY finds that any of the above provisions have been violated, such
violation shall constitute a material breach of contract upon which COUNTY
may determine to terminate this Contract. While the COUNTY reserves the
right to determine independently that the anti-discrimination provisions of this
Contract have been violated, in addition, a determination by the California Fair
Employment Opportunity Commission or the Federal Equal Employment
Opportunity Commission that the CONTRACTOR has violated federal or State
anti-discrimination laws or regulations shall constitute a finding by COUNTY
that the CONTRACTOR has violated the anti-discrimination provisions of this
Contract.

37.8 The parties agree that in the event the CONTRACTOR violates any of the anti-
discrimination provisions of this Contract, the COUNTY shall, at its sole option,
be entitled to the sum of Five Hundred Dollars ($500) for each such violation
pursuant to California Civil Code Section 1671 as liquidated damages in lieu of
terminating or suspending this Contract.

NON EXCLUSIVITY

Nothing herein is intended nor shall be construed as creating any exclusive
arrangement with CONTRACTOR. This Contract shall not restrict DCFS from
acquiring similar, equal or like goods and/or services from other entities or sources.

NOTICE OF DELAYS

Except as otherwise provided under this Contract, when either party has knowledge
that any actual or potential situation is delaying or threatens to delay the timely
performance of this Contract, that party shall, within one day, give written notice
thereof, including all relevant information with respect thereto, to the other party.

NOTICE OF DISPUTE

The CONTRACTOR shall bring to the attention of the COUNTY Program Manager any
dispute between the COUNTY and the CONTRACTOR regarding the performance of
services as stated in this Contract. If the COUNTY Program Manager is not able to
resolve the dispute, the Director, or designee shall resolve it.

NOTICE TO EMPLOYEES REGARDING THE FEDERAL EARNED INCOME CREDIT

CONTRACTOR shall notify its employees, and shall require each Subcontractor to
notify its employees, that they may be eligible for the Federal Earned Income Credit
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42.0

43.0

44.0

under the federal income tax laws. Such notice shall be provided in accordance with
the requirements set forth in Internal Revenue Services Notice 1015, attached hereto
as Exhibit B, Attachment E.

NOTICES

All notices or demands required or permitted to be given or made under this Contract
shall be given in writing and shall be hand delivered with signed receipt or mailed by
first-class registered or certified mail, postage prepaid, addressed to the parties as
identified in Attachment H, CONTRACTOR’s Administration and Attachment I,
COUNTY’s Administration. Addresses may be changed by either party giving 10
days’ prior written notice thereof to the other party. The Director shall have the
authority to issue all notices or demands required or permitted by the COUNTY under
this Contract.

PROHIBITION AGAINST INDUCEMENT OR PERSUASION

Notwithstanding the above, CONTRACTOR and COUNTY agree that, during the term
of this Contract and for a period of one year thereafter, neither party shall in any way
intentionally induce or persuade any employee of one party to become an employee or
agent of the other party. No bar exists against any hiring action initiated through a
public announcement.

PROPRIETARY RIGHTS

44,1 COUNTY and CONTRACTOR agree that all materials, data and information
developed under and/or used in connection with this Contract shall become the
sole property of COUNTY, provided that CONTRACTOR may retain possession
of all working papers prepared by CONTRACTOR. During and subsequent to
the term of this Contract, COUNTY shall have the right to inspect any and all
such working papers, make copies thereof, and use the working papers and the
information contained therein.

44.2 Notwithstanding any other provision of this Contract, COUNTY and
CONTRACTOR agree that COUNTY shall have all ownership rights in software
or modification thereof and associated documentation designed, developed or
installed with federal financial participation; additionally, the Federal
Government shall have a royalty-free, nonexclusive, and irrevocable license to
reproduce, publish, or otherwise use and to authorize others to use for Federal
Government purposes, such software, modifications and documentation.
Notwithstanding any other provision of this Contract, proprietary
operating/vendor software packages (e.g., ADABAS or TOTAL) which are
provided at established catalog or market prices and sold or leased to the
general public shall not be subject to the ownership provisions of this Section.
CONTRACTOR may retain possession of all working papers prepared by
CONTRACTOR. During and subsequent to the term of this Contract, COUNTY
shall have the right to inspect any and all such working papers, make copies
thereof, and use the working papers and the information contained therein.
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45.0

44.3

44.4

44.5

44.6

44.7

44.8

Any materials, data and information not developed under this Contract, which
CONTRACTOR considers to be proprietary and confidential, shall be plainly
and prominently marked by CONTRACTOR as “TRADE SECRET,”
“PROPRIETARY,” or “CONFIDENTIAL.”

COUNTY will use reasonable means to ensure that CONTRACTOR’s
proprietary and confidential materials, data and information are safeguarded
and held in confidence. However, COUNTY will notify CONTRACTOR of any
Public Records Act request for items described in Sub-Section 43.3. COUNTY
agrees not to reproduce or distribute such materials, data and information to
non-COUNTY entities without the prior written permission of CONTRACTOR.

Notwithstanding any other provision of this Contract, COUNTY shall not be
obligated in any way under Sub-section 43.4 for:

44.5.1 Any material, data and information not plainly and prominently marked
with restrictive legends as set forth in Sub-section 43.3;

44.5.2 Any materials, data and information covered under Sub-section 43.2;
and

44.5.3 Any disclosure of any materials, data and information which COUNTY
is required to make under the California Public Records Act or
otherwise by law.

CONTRACTOR shall protect the security of and keep confidential all materials,
data and information received or produced under this Contract. Further,
CONTRACTOR shall use whatever security measures are necessary to protect
all such materials, data and information from loss or damage by any cause,
including, but not limited to, fire and theft.

CONTRACTOR shall not disclose to any party any information identifying,
characterizing or relating to any risk, threat, vulnerability, weakness or problem
regarding data security in COUNTY’s computer systems or to any safeguard,
countermeasure, contingency plan, policy or procedure for data security
contemplated or implemented by COUNTY, without COUNTY’s prior written
consent.

The provisions of Sub-sections 43.5, 43.6, and 43.7 shall survive the expiration
or termination of this Contract.

PUBLIC RECORDS ACT

45.1

Any documents submitted by CONTRACTOR, all information obtained in
connection with the COUNTY'’s right to audit and inspect CONTRACTOR’s
documents, books, and accounting records pursuant to Part 1l, Record
Retention and Inspection/Audit Settlement, of this Contract, as well as those
documents which were required to be submitted in response to the solicitation
process for this Contract, become the exclusive property of the COUNTY. All
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45.2

such documents become a matter of public record and shall be regarded as
public records. Exceptions will be those elements in California Government
Code Section 6250, et seq. (Public Records Act) and which are marked “trade
secret,” “confidential,” or “proprietary.” The COUNTY shall not in any way be
liable or responsible for the disclosure of any such records including, without
limitation, those so marked, if disclosure is required by law, or by an order of
court of competent jurisdiction.

In the event the COUNTY is required to defend an action on a Public Records
Act request for any of the aforementioned documents, information, books,
records, and/or contents of a bid or proposal marked “trade secret,”
“confidential,” or “proprietary,” the CONTRACTOR agrees to defend and
indemnify the COUNTY from all costs and expenses, including reasonable
attorney’s fees, in action or liability arising under the Public Records Act.

46.0 PUBLICITY

46.1

46.2

The CONTRACTOR shall not disclose any details in connection with this
Contract to any person or entity except as may be otherwise provided
hereunder or required by law. However, in recognizing the CONTRACTOR’s
need to identify its services and related clients to sustain itself, the COUNTY
shall not inhibit the CONTRACTOR from publishing its role under this Contract
within the following conditions:

46.1.1 The CONTRACTOR shall develop all publicity material in a
professional manner; and

46.1.2 During the term of this Contract, the CONTRACTOR shall not, and
shall not authorize another to, publish or disseminate any commercial
advertisements, press releases, feature articles or other materials
using the name of the COUNTY without the prior written consent of the
COUNTY’s Program Manager. The COUNTY shall not unreasonably
withhold written consent.

The CONTRACTOR may, without the prior written consent of COUNTY,
indicate in its proposals and sales materials that it has been awarded this
Contract with the County of Los Angeles, provided that the requirements of this
Sub-section shall apply.

47.0 RECORD RETENTION AND INSPECTION/AUDIT SETTLEMENT

47.1

The Contractor shall maintain accurate and complete financial records of its
activities and operations relating to this Contract in accordance with generally
accepted accounting principles. The Contractor shall also maintain accurate
and complete employment and other records relating to its performance of this
Contract. The Contractor agrees that the County, or its authorized
representatives, shall have access to and the right to examine, audit, excerpt,
copy, or transcribe any pertinent transaction, activity, or record relating to this
Contract. All such material, including, but not limited to, all financial records,
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bank statements, cancelled checks or other proof of payment, timecards, sign-
in/sign-out sheets and other time and employment records, and proprietary data
and information, shall be kept and maintained by the Contractor and shall be
made available to the County during the term of this Contract and for a period of
five (5) years thereafter unless the County’s written permission is given to
dispose of any such material prior to such time. All such material shall be
maintained by the Contractor at a location in Los Angeles County, provided that
if any such material is located outside Los Angeles County, then, at the
County’s option, the Contractor shall pay the County for travel, per diem, and
other costs incurred by the County to examine, audit, excerpt, copy, or
transcribe such material at such other location.

47.2 In the event that an audit of the Contractor is conducted specifically regarding this
Contract by any Federal or State auditor, or by any auditor or accountant
employed by the Contractor or otherwise, then the Contractor shall file a copy of
such audit report with the County’s Auditor-Controller within thirty (30) days of the
Contractor’s receipt thereof, unless otherwise provided by applicable Federal or
State law or under this Contract. Subject to applicable law, the County shall
make a reasonable effort to maintain the confidentiality of such audit report(s).

47.3 Failure on the part of the Contractor to comply with any of the provisions of this
sub-paragraph 45.1 shall constitute a material breach of this Contract upon which
the County may terminate or suspend this Contract.

47.4 If, at any time during the term of this Contract or within five years after the
expiration or termination of this Contract, representatives of the County conduct
an audit of the Contractor regarding the work performed under this Contract, and
if such audit finds that the County’s dollar liability for any such work is less than
payments made by the County to the Contractor, then the difference shall be
either: a) repaid by the Contractor to the County by cash payment upon demand
or b) at the sole option of the County’s Auditor-Controller, deducted from any
amounts due to the Contractor from the County, whether under this Contract or
otherwise. If such audit finds that the County’s dollar liability for such work is
more than the payments made by the County to the Contractor, then the
difference shall be paid to the Contractor by the County by cash payment,
provided that in no event shall the County’s maximum obligation for this Contract
exceed the funds appropriated by the County for the purpose of this Contract.

47.5 |If, at any time during the term of this Contract or within five (5) years after the
expiration or termination of this Contract, representatives of the COUNTY
conduct an audit of the CONTRACTOR regarding the work performed under
this Contract, and if such audit finds that the COUNTY’s dollar liability for any
such work is less than payments made by the COUNTY to the CONTRACTOR,
then the difference shall be either. a) repaid by the CONTRACTOR to the
COUNTY by cash payment upon demand; or b) at the sole option of the
COUNTY’s Auditor-Controller, deducted from any amounts due to the
CONTRACTOR from the COUNTY, whether under this Contract or otherwise.
If such audit finds that the COUNTY’s dollar liability for such work is more than
the payments made by the COUNTY to the CONTRACTOR, then the difference
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48.0

49.0

47.6

shall be paid to the CONTRACTOR by the COUNTY by cash payment,
provided that in no event shall the COUNTY’s maximum obligation for this
Contract exceed the funds appropriated by the COUNTY for the purpose of this
Contract.

CONTRACTOR shall be responsible for conducting annual financial audits of its
agency and its subcontractor(s) if required by COUNTY and/or the California
Department of Social Services (CDSS), to be conducted by an independent
audit firm and in accordance with generally accepted auditing standards. Within
30 calendar days after issuance of such audit reports, CONTRACTOR shall
forward copies of such reports to DCFS.

RECYCLED-CONTENT PAPER

Consistent with the Board of Supervisors’ policy to reduce the amount of solid waste
deposited at the COUNTY landfills, the CONTRACTOR agrees to use recycled-
content paper to the maximum extent possible on this Contract.

SAFELY SURRENDERED BABY LAW

49.1

49.2

Contractor's Acknowledgement of COUNTY’s Commitment to the Safely
Surrendered Baby Law.

The CONTRACTOR acknowledges that the COUNTY places a high priority on
the implementation of the Safely Surrendered Baby Law. The CONTRACTOR
understands that it is the COUNTY’s policy to encourage all COUNTY
Contractors to voluntarily post the COUNTY’s “Safely Surrendered Baby Law”
poster in a prominent position at the CONTRACTOR'’s place of business. The
CONTRACTOR will also encourage its subcontractors, if any, to post this poster
in a prominent position in the subcontractor's place of business. The
COUNTY’s Department of Children and Family Services will supply the
CONTRACTOR with the poster to be used. Information on how to receive the
poster can be found on the Internet at www.babysafela.org.

Notice to Employees Regarding the Safely Surrendered Baby Law

CONTRACTOR shall notify and provide to its employees, and shall require
each Subcontractor to notify and provide to its employees, a fact sheet
regarding the Safely Surrendered Baby Law, its implementation in Los Angeles
County, and where and how to safely surrender a baby. The fact sheet is set
forth in Exhibit B, Attachment H, of this Contract and is also available on the
Internet at www.babysafela.org for printing purposes.

50.0 SHRED DOCUMENT

50.1

CONTRACTOR shall ensure that all confidential documents and papers, as
defined under state law (including, but not limited to Welfare and Institutions
Code section 10850) relating to this Contract must be shredded and not put in
trash containers when CONTRACTOR disposes of these documents and
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51.0

50.2

papers. All documents and papers to be shredded are to be placed in a locked
or secured container/bin/box and labeled "shred" until they are destroyed. No
confidential documents and papers are to be recycled.

Documents for record and retention purposes in accordance with Subsection 47
(Record Retention and Inspection/Audit Settlement) of this Contract are to be
maintained for a period of five (5) years.

SUBCONTRACTING

51.1

51.2

51.3

51.4

51.5

51.6

51.7

The requirements of this Contract may not be subcontracted by the
CONTRACTOR without the advance approval of the COUNTY. Any attempt
by the CONTRACTOR to subcontract without the prior consent of the COUNTY
may be deemed a material breach of this Contract.

If the CONTRACTOR desires to subcontract, the CONTRACTOR shall provide
the following information promptly at the COUNTY’s request:

51.2.1 A description of the work to be performed by the Subcontractor;
51.2.2 A draft copy of the proposed subcontract; and

51.2.3 Other pertinent information and/or certifications requested by the
COUNTY.

CONTRACTOR shall indemnify and hold the COUNTY harmless with respect to
the activities of each and every Subcontractor in the same manner and to the
same degree as if such Subcontractor(s) were CONTRACTOR employees.

CONTRACTOR shall remain fully responsible for all performances required of it
under this Contract, including those that the CONTRACTOR has determined to
subcontract, notwithstanding the COUNTY’s approval of the CONTRACTOR’s
proposed subcontract.

COUNTY’s consent to subcontract shall not waive the COUNTY?’s right to prior
and continuing approval of any and all personnel, including Subcontractor
employees, providing services under this Contract. The CONTRACTOR is
responsible to notify its Subcontractors of this COUNTY right.

The COUNTY Program Manager is authorized to act for and on behalf of the
COUNTY with respect to approval of any subcontract and Subcontractor
employees.

CONTRACTOR shall obtain the following from each Subcontractor before any
Subcontractor employee may perform any work under any subcontract to this
Contract. CONTRACTOR shall maintain and make available upon request of
COUNTY Program Manager all the following documents:
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52.0

51.8

51.9

51.10

51.11

51.7.1 An executed Exhibit B, Attachment C-1, “CONTRACTOR’s Employee
Acknowledgment and Confidentiality Agreement”, executed by each
Subcontractor and each of Subcontractor's employees approved to
perform work hereunder.

51.7.2 Certificates of Insurance which establish that the Subcontractor
maintains all the programs of insurance required by Part |, Insurance
Coverage Requirements, of this Contract, and

51.7.3 The Tax ldentification Number of the subcontracting agency to be placed
on the signature page of the subcontract. This Tax Identification Number
shall not be identical to the CONTRACTOR’s Tax Identification Number.

CONTRACTOR shall provide COUNTY Program Manager with copies of all
executed subcontracts after COUNTY Program Manager’s approval.

No subcontract shall alter in any way any legal responsibility of CONTRACTOR
to COUNTY. CONTRACTOR shall remain responsible for any and all
performance required of it under this Contract, including, but not limited to, the
obligation to properly supervise, coordinate and perform all work required
hereunder.

Notwithstanding any other provision of this Contract, the parties do not in any
way intend that any person or entity shall acquire any rights as a third party
beneficiary of this Contract.

CONTRACTOR shall be solely liable and accountable for any and all payments
and other compensation to all Subcontractor’s engaged hereunder and their
officers, employees and agents. @ COUNTY shall have no liability or
responsibility whatsoever for any payment or other compensation for any
Subcontractors or their officers, employees and agents.

TERMINATION FOR CONTRACTOR’S DEFAULT

52.1

COUNTY may, by written notice to the CONTRACTOR, terminate the whole or
any part of this Contract, if, in the judgment of COUNTY Program Manager:

52.1.1 CONTRACTOR has materially breached this Contract;

52.1.2 CONTRACTOR fails to timely provide and/or satisfactorily perform any
task, deliverable, service, or other work required under this Contract; or

52.1.3 CONTRACTOR fails to demonstrate a high probability of timely
fulfillment of performance requirements under this Contract, or of any
obligations of this Contract and in either case, fails to demonstrate
convincing progress toward a cure within five (5) working days (or such
longer period as the COUNTY may authorize in writing) after receipt of
written notice from the COUNTY specifying such failure.
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52.2 Inthe event COUNTY terminates this Contract in whole or in part as provided in
Sub-section 52.1, the COUNTY may procure, upon such terms and in such
manner, as COUNTY may deem appropriate, services similar to those so
terminated. CONTRACTOR shall be liable to the COUNTY for any and all
excess cost incurred by the COUNTY, as determined by the COUNTY, for such
similar goods and services. The CONTRACTOR shall continue the
performance of this Contract to the extent not terminated under the provisions
of this Section.

52.3 Except with respect to defaults of any Subcontractor, the CONTRACTOR shall
not be liable for any such excess costs of the type identified in Sub-section 52.2
if its failure to perform this Contract arises out of causes beyond the control and
without the fault or negligence of the CONTRACTOR. Such causes may
include, but are not limited to: acts of God or of the public enemy, acts of the
COUNTY in either its sovereign or contractual capacity, acts of federal or State
governments in their sovereign capacities, fires, floods, epidemics, quarantine
restrictions, strikes, freight embargoes, and unusually severe weather; but in
every case, the failure to perform must be beyond the control and without the
fault or negligence of the CONTRACTOR. If the failure to perform is caused by
the default of a Subcontractor, and if such default arises out of causes beyond
the control of both the CONTRACTOR and Subcontractor, and without the fault
or negligence of either of them, the CONTRACTOR shall not be liable for any
such excess costs for failure to perform, unless the goods or services to be
furnished by the Subcontractor were obtainable from other sources in sufficient
time to permit the CONTRACTOR to meet the required performance schedule.
As used in this Sub-section, the terms “Subcontractor” and “Subcontractors”
mean Subcontractor(s) at any tier.

52.4 |If, after the COUNTY has given notice of termination under the provisions of this
Section, it is determined by the COUNTY that the CONTRACTOR was not in
default under the provisions of this Section or that the default was excusable
under the provisions of Sub-section 52.3, the rights and obligations of the
parties shall be the same as if the notice of termination had been issued
pursuant to Part I, Termination for Convenience.

52.5 In the event the COUNTY terminates this Contract in its entirety due to the
CONTRACTOR's default as provided in Sub-section 52.1, the CONTRACTOR
and the COUNTY agree that the COUNTY will have actual damages, which are
extremely difficult to calculate and impracticable to fix and which will include,
but are not limited to, the COUNTY’s costs of procurement of replacement
services and costs incurred due to delays in procuring such services.
Therefore, the CONTRACTOR and the COUNTY agree that the COUNTY shall,
at its sole option and in lieu of the provisions of Sub-section 52.2, be entitled to
liquidated damages from the CONTRACTOR, pursuant to California Civil Code
Section 1671, in the amount of Five Thousand Dollars ($5,000) or five (5)
percent of the applicable year's Contract sum, whichever is less, as equitable
compensation to the COUNTY for such actual damages. This amount of
liquidated damages shall be either paid by the CONTRACTOR to the COUNTY
by cash payment upon demand or, at the sole discretion of COUNTY, or
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53.0

54.0

52.6

designee, deducted from any amounts due to the CONTRACTOR by the
COUNTY, whether under this Contract or otherwise.

52.5.1 These liguidated damages shall be in addition to any credits, which the
COUNTY is otherwise entitled to under this Contract, and the
CONTRACTOR'’s payment of these liquidated damages shall not in any
way change, or affect the provisions of Part I, Indemnification.

The rights and remedies of the COUNTY provided in this Section shall not be
exclusive and are in addition to any other rights and remedies provided by law
or under this Contract.

TERMINATION FOR CONVENIENCE

53.1

53.2

53.3

This Contract may be terminated, in whole or in part, from time to time, when
such action is deemed by the COUNTY, in its sole discretion, to be in its best
interest.  Termination of work hereunder shall be effected by notice of
termination to CONTRACTOR specifying the extent to which performance of
work is terminated and the date upon which such termination becomes
effective. The date upon which such termination becomes effective shall be no
less than 10 days after the notice is sent.

After receipt of a Notice of Termination and except as otherwise directed by
COUNTY, the CONTRACTOR shall:

53.2.1 Stop work under this Contract on the date and to the extent specified in
such notice, and

53.2.2 Complete performances of such part of the work as shall not have been
terminated by such notice.

All material including books, records, documents, or other evidence bearing on
the costs and expenses of the CONTRACTOR under this Contract shall be
maintained by the CONTRACTOR in accordance with Part Il, Record Retention
and Inspection/Audit Settlement.

TERMINATION FOR IMPROPER CONSIDERATION

54.1

COUNTY may, by written notice to CONTRACTOR, immediately terminate the
right of the CONTRACTOR to proceed under this Contract if it is found that
consideration, in any form, was offered or given by the CONTRACTOR, either
directly or through an intermediary, to any COUNTY officer, employee or agent
with the intent of securing this Contract or securing favorable treatment with
respect to the award, amendment or extension of this Contract or the making of
any determinations with respect to the CONTRACTOR'’s performance pursuant
to this Contract. In the event of such termination, the COUNTY shall be entitled
to pursue the same remedies against CONTRACTOR as it could pursue in the
event of default by the CONTRACTOR.
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56.0

57.0

54.2 CONTRACTOR shall immediately report any attempt by a COUNTY officer or
employee to solicit such improper consideration. The report shall be made
either to the COUNTY manager charged with the supervision of the employee
or to the COUNTY Auditor-Controller's Employee Fraud Hotline at (800) 544-
6861.

54.3 Among other items, such improper consideration may take the form of cash,
discounts, service, the provision of travel or entertainment, or tangible gifts.

TERMINATION FOR INSOLVENCY

55.1 COUNTY may terminate this Contract forthwith in the event of the occurrence of
any of the following:

55.1.1 Insolvency of the CONTRACTOR. The CONTRACTOR shall be deemed
to be insolvent if it has ceased to pay its debts for at least 60 days in the
ordinary course of business or cannot pay its debts as they become due,
whether or not a petition has been filed under the Federal Bankruptcy
Code and whether or not the CONTRACTOR is insolvent within the
meaning of the Federal Bankruptcy Code;

55.1.2The filing of a voluntary or involuntary petition regarding the
CONTRACTOR under the Federal Bankruptcy Code;

55.1.3 The appointment of a Receiver or Trustee for the CONTRACTOR; or

55.1.4 The execution by the CONTRACTOR of a general assignment for the
benefit of creditors.

55.2 The rights and remedies of the COUNTY provided in this Section shall not be
exclusive and are in addition to any other rights and remedies provided by law
or under this Contract.

TERMINATION FOR NON-ADHERENCE OF COUNTY LOBBYIST ORDINANCE

CONTRACTOR and each COUNTY lobbyist or COUNTY lobbying firm, as defined in
County Code Section 2.160.010, retained by CONTRACTOR, shall fully comply with
the COUNTY’s Lobbyist Ordinance, County Code Chapter 2.160. Failure on the part
of CONTRACTOR or any COUNTY lobbyist or COUNTY lobbying firm retained by the
CONTRACTOR to fully comply with the COUNTY’s Lobbyist Ordinance shall
constitute a material breach of this Contract, upon which the COUNTY may, in its sole
discretion, immediately terminate or suspend this Contract.

TERMINATION FOR NON-APPROPRIATION OF FUNDS

Notwithstanding any other provision of this Contract, the COUNTY shall not be obligated
for the CONTRACTOR'’s performance hereunder or by any provision of this Contract
during any of the COUNTY?’s future fiscal years unless and until the COUNTY’s Board of
Supervisors appropriates funds for this Contract in the COUNTY’s budget for each such
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59.0

60.0

61.0

62.0

future fiscal year. In the event that funds are not appropriated for this Contract, then this
Contract shall terminate as of June 30 of the last fiscal year for which funds were
appropriated. The COUNTY shall notify the CONTRACTOR in writing of any such non-
allocation of funds at the earliest possible date.

USE OF FUNDS

All uses of funds paid to CONTRACTOR and other financial transactions related to
CONTRACTOR's provision of services under this Contract are subject to review
and/or audit by DCFS, COUNTY’s Auditor-Controller or its designee, and the State of
California. In the event this Contract is subject to audit exceptions, CONTRACTOR
shall pay to COUNTY the full amount of CONTRACTOR'’s liability for such audit
exceptions, as determined by DCFS, upon demand by COUNTY.

VALIDITY

If any provision of this Contract or the application thereof to any person or
circumstance is held invalid, the remainder of this Contract and the application of such
provision to other persons or circumstances shall not be affected thereby.

WAIVER

No waiver by the COUNTY of any breach of any provision of this Contract shall
constitute a waiver of any other breach or of such provision. Failure of the COUNTY
to enforce at any time, or from time to time, any provision of this Contract shall not be
construed as a waiver thereof. The rights and remedies set forth in this Section shall
not be exclusive and are in addition to any other rights and remedies provided by law
or under this Contract.

WARRANTY AGAINST CONTINGENT FEES

61.1 CONTRACTOR warrants that no person or selling agency has been employed
or retained to solicit or secure this Contract upon any Contract or understanding
for a commission, percentage, brokerage, or contingent fee, excepting bona
fide employees or bona fide established commercial or selling agencies
maintained by the CONTRACTOR for the purpose of securing business.

61.2 For breach of this warranty, the COUNTY shall have the right to terminate this
Contract and, at its sole discretion, deduct from the Contract price or
consideration, or otherwise recover, the full amount of such commission,
percentage, brokerage or contingent fee

WARRANTY AGAINST EXCLUSION, DEBARMENT OR SUSPENSION

CONTRACTOR certifies that neither it nor its principals are presently debarred,
excluded suspended, or proposed for debarment, or otherwise declared ineligible from
participation in this Contract by any governmental department or agency.
CONTRACTOR must notify COUNTY Program Manager within 30 days if debarred,
excluded or suspended by any governmental entity during the Contract period.
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DEPARTMENT OF CHILDREN AND FAMILY SERVICES

IN WITNESS WHEREOF, the Board of Supervisors of the County of Los Angeles has caused
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1.0

STATEMENT OF WORK
PREAMBLE

For over a decade, the County has collaborated with its community partners to
enhance the capacity of the health and human services system to improve the lives of
children and families. These efforts require, as a fundamental expectation, that the
County’s contracting partners share the County and community’s commitment to
provide health and human services that support achievement of the County’s vision,
goals, values, and adopted outcomes. Key to these efforts is the integration of service
delivery systems and the adoption of the Customer Service and Satisfaction
Standards.

The County of Los Angeles’ Vision is to improve the quality of life in the County by
providing responsive, efficient, and high quality public services that promote the self-
sufficiency, well-being and prosperity of individuals, families, business and
communities. This philosophy of teamwork and collaboration is anchored in the shared
values of:

O Responsiveness [ Integrity

[ Professionalism 0 Commitment

O Accountability O A Can-Do Attitude

[ Compassion O Respect for Diversity

These shared values are encompassed in the County Mission to enrich lives through
effective and caring service and the County Strategic Plan’s eight goals: 1) Service
Excellence; 2) Workforce Excellence; 3) Organizational Effectiveness; 4) Fiscal
Responsibility; 5) Children and Families’ Well-Being; 6) Community Services; 7) Health
and Mental Health; and 8) Public Safety. Improving the well-being of children and
families requires coordination, collaboration, and integration of services across
functional and  jurisdictional  boundaries, by and between  County
departments/agencies, and community and contracting partners.

The basic conditions that represent the well-being we seek for all children and families
in Los Angeles County are delineated in the following five outcomes, adopted by the
Board of Supervisors in January 1993.

. Good Health;

. Economic Well-Being;

. Safety and Survival,

. Emotional and Social Well-Being; and
. Education and Workforce Readiness.

Recognizing no single strategy - in isolation - can achieve the County’s outcomes of
well-being for children and families, consensus has emerged among County and
community leaders that making substantial improvements in integrating the County’s
health and human services system is necessary to significantly move toward achieving
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these outcomes. The County has also established the following values and goals for
guiding this effort to integrate the health and human services delivery system:

O

Families are treated with respect in every encounter they have with the health,
educational, and social services systems.

Families can easily access a broad range of services to address their needs,
build on their strengths, and achieve their goals.

There is no “wrong door”: wherever a family enters the system is the right
place.

Families receive services tailored to their unique situations and needs.

Service providers and advocates involve families in the process of determining
service plans, and proactively provide families with coordinated and
comprehensive information, services, and resources.

The County service system is flexible, able to respond to service demands for
both the Countywide population and specific population groups.

The County service system acts to strengthen communities, recognizing that
just as individuals live in families, families live in communities.

In supporting families and communities, County agencies work seamlessly with
public and private service providers, community-based organizations, and other
community partners.

County agencies and their partners work together seamlessly to demonstrate
substantial progress towards making the system more strength-based, family-
focused, culturally-competent, accessible, user-friendly, responsive, cohesive,
efficient, professional, and accountable.

County agencies and their partners focus on administrative and operational
enhancements to optimize the sharing of information, resources, and best
practices while also protecting the privacy rights of families.

County agencies and their partners pursue multi-disciplinary service delivery, a
single service plan, staff development opportunities, infrastructure
enhancements, customer service and satisfaction evaluation, and revenue
maximization.

County agencies and their partners create incentives to reinforce the direction
toward service integration and a seamless service delivery system.

The County human service system embraces a commitment to the disciplined
pursuit of results accountability across systems. Specifically, any strategy
designed to improve the County human services system for children and
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families should ultimately be judged by whether it helps achieve the County’s
five outcomes for children and families: good health, economic well-being,
safety and survival, emotional and social well-being, and education and
workforce readiness.

The County, its clients, contracting partners, and the community will continue to work
together to develop ways to make County services more accessible, customer friendly,
better integrated, and outcome-focused. Several departments have identified shared
themes in their strategic plans for achieving these goals including: making an effort to
become more consumer/client-focused; valuing community partnerships and
collaborations; emphasizing values and integrity; and using a strengths-based and
multi-disciplinary team approach. County departments are also working to provide the
Board of Supervisors and the community with a better understanding of how resources
are being utilized, how well services are being provided, and what are the results of the
services: is anyone better off?

The County of Los Angeles health and human service departments and their partners
are working together to achieve the following Customer Service And Satisfaction
Standards in support of improving outcomes for children and families.

Personal Service Delivery

The service delivery team — staff and volunteers — will treat customers and each other
with courtesy, dignity, and respect.

. Introduce themselves by name

. Listen carefully and patiently to customers

. Be responsive to cultural and linguistic needs

. Explain procedures clearly

. Build on the strengths of families and communities

Service Access

Service providers will work proactively to facilitate customer access to services.

. Provide services as promptly as possible

. Provide clear directions and service information

. Outreach to the community and promote available services
. Involve families in service plan development

. Follow-up to ensure appropriate delivery of services

Service Environment

Service providers will deliver services in a clean, safe, and welcoming environment,
which supports the effective delivery of services.

. Ensure a safe environment
. Ensure a professional atmosphere
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2.0

3.0

. Display vision, mission, and values statements

. Provide a clean and comfortable waiting area
. Ensure privacy
. Post complaint and appeals procedures

The basis for all County health and human services contracts is the provision of the
highest level of quality services that support improved outcomes for children and
families. The County and its contracting partners must work together and share a
commitment to achieve a common vision, goals, outcomes, and standards for
providing services.

INTRODUCTION

Urine sample collection, drug and alcohol testing is required where parents or primary
caregivers of children receiving DCFS services are suspected of illicit drug and/or
alcohol addictions and the children have been assessed to be safe in the home of their
parents or primary caregiver so long as these caregivers are not consuming illicit drugs
or excess amounts of alcohol. DCFS also requires minors suspected of drug and/or
alcohol addictions to provide urine samples for drug and/or alcohol testing, pursuant to
Dependency Court orders or with parental consent. Often this is a final attempt to
avoid out-of-home placement of children, or to facilitate the reunification of children
who have been placed out-of-home where an assessment has been made that the
parents or primary caregivers have a drug or alcohol addiction.

DEFINITIONS

The following words as used herein shall be construed to have the following meanings,
unless otherwise apparent from the context in which they are used:

3.1 Alcohol Testing - A method of measuring the presence of alcohol in a person’s
body through analysis of urine specimen.

3.2  Certified Drug-testing Laboratory — a laboratory certified by Substance Abuse
and Mental Health Services Administration (SAMHSA); or College of American
Pathologists Forensic Urine Drug Testing (CAP/FUDT) where urine analyses
shall be conducted.

3.3 Chain of Custody — Procedures to account for the integrity of each urine
specimen by tracking its handling and storage from point of specimen collection
to final disposition of the specimen. CONTRACTOR shall obtain appropriate
Chain of Custody form(s) from the COUNTY Program Manager.

3.4  Children’'s Social Worker (CSW) — Social Workers with the Department of
Children and Family Services (DCFS) managing caseloads of children who are
under the supervision and custody of DCFS.

3.5 Client Hotline Number — A toll free number maintained by the COUNTY where
the CONTRACTOR records a message, Sundays through Thursdays between
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3.6

3.7

3.8

3.9

3.10

3.11

3.12

3.13

3.14

6:00 p.m. and 6:30 p.m., indicating the first letter of the last name of those
clients who must report for random testing along with the day and date on which
the specimens will be collected.

Collection Sites — A facility provided by CONTRACTOR, and approved by the
County Program Manager, where COUNTY clients present themselves for the
purpose of providing a specimen of their urine to be analyzed for the presence
of drugs. The sites have all necessary personnel, materials, equipment,
facilities and supervision to provide for the collection, security, temporary
storage, and shipping or transportation of urine specimen to a certified drug-
testing laboratory.

COUNTY — The Department of Children and Family Services on behalf of the
County of Los Angeles and its Board of Supervisors.

COUNTY Project Manager (CPM) — COUNTY representative responsible for
daily management of contract operation and the oversight of monitoring
activities, compliance with the requirements of the Contract and the delivery of
services.

COUNTY Random Drug and Alcohol Testing Program — Testing schedule
whereby clients are selected to test on a randomly selected day once during
each period of ten business days and no more than two times per month. The
clients are informed of the days on which they have been selected to test by
means of a call-in message system maintained recorded by the
CONTRACTOR.

Dependency Court — A component of the Los Angeles Superior Court Juvenile
Division that has jurisdiction over cases involving child abuse, neglect and
exploitation.

Drug Panel — An assay designed for qualitative determination of drug
substances in human urine specimens.

Drug Testing — A method of measuring the presence of drug in a person’s body
through analysis of urine specimen.

EMIT — Enzyme Multiplied Immuno-Assay Technique — a screening or initial
test that uses antibodies to detect the presence of a drug or metabolite in urine.
It is used to eliminate “negative” urine specimens from further consideration and
to identify the presumptively positive specimens that require confirmation or
further testing.

GCMS - Gas Chromatography/Mass Spectrometry — a confirmatory test to
identify the presence of specific drug or metabolite. It is a combination of two
different analytical techniques. Gas chromatography physically separates the
various substances that have been extracted from a specimen. Mass
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3.15

3.16

3.17

3.18

3.19

spectrometry is the technique used to provide a positive identification of
substances that were separated by the gas chromatograph.

On-Demand/Weekly Testing — A test requested usually for the same day the
Referral is submitted or for a specific date chosen by the CSW or Dependency
Court.

Quiality Assurance Plan — The plan developed by CONTRACTOR which defines
all necessary measures to be taken by the Contractor to assure that the quality
of the service will meet the contract requirements regarding timelines, accuracy,
appearance, completeness, consistency, and conformity to the requirements
set forth in the agreement’s Statement of Work.

Referral — An authorization for drug and alcohol testing issued either by the
Dependency Court or the CSW to the COUNTY client to provide urine
specimen at a specific time and location.

Specialized Schedule — Testing is set on a regular frequency or interval (i.e.,
twice a week or once a month) for a specific period of time as determined by
the Dependency Court or the CSW.

Urine Specimen Collection — The process of gathering urine samples provided
by the clients as ordered by the Dependency Court or the CSW.

40 COUNTY'S PROGRAM MANAGEMENT REQUIREMENTS

4.1

4.2

4.3

4.4

The COUNTY shall provide a Program Manager to coordinate the delivery of the
services of this Contract with the CONTRACTOR'’S Project Director (CPD).

The COUNTY'’s Program Manager (CPM) and designated alternate are:

Laura Mckee

(213) 739-6469/e-mail: dynabl@dcfs.lacounty.gov
425 Shatto Place, Room 500

Los Angeles, CA 90020

Donna Fernandez

(213) 351-5729/e-mail: fernadc@dcfs.lacounty.gov
425 Shatto Place, Room 500

Los Angeles, CA 90020

The CPM shall provide direction to CONTRACTOR in areas relating to DCFS
policy, information and procedural requirements.

The CPM is not authorized to make any changes in the terms and conditions of
this Contract and is not authorized to obligate the COUNTY in anyway
whatsoever beyond the terms of this Contract.
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4.5 The COUNTY shall have full authority to monitor CONTRACTOR's performance
in the day-to-day operation of this contract.

4.6 Monitoring may be performed by the CPM or designated alternate or any other
individual or group authorized by the CPM.

4.7 COUNTY may provide a User Complaint Report (Exhibit A-2) or other written or
oral notice to CONTRACTOR whenever the requirements of this Contract are
not being met.

5.0 CONTRACTOR'S REQUIREMENTS

5.1. CONTRACTOR shall provide a Project Director to manage all operations in
connection with providing the services of this Contract. The CONTRACTOR'’s
Project Director (CPD) is responsible for maintaining communication with DCFS,
as needed, to address any concerns and/or potential problems in the
performance of the requirements of this Contract.

5.1.1. The name and phone number of the Program Director and that of an
alternate who is authorized to act on behalf of the CONTRACTOR in the
Program Director's absence shall be designated in writing under
Attachment |, Contractor's Administration. The CPD and delegated
alternate are:

CPD: Greg Carroll, Chief Financial Officer
9348 De Soto Avenue
Chatsworth, CA 91311
(818) 678-4405

Alternate:  Cheri Flores, Director of Client Services
9348 De Soto Avenue
Chatsworth, CA 91311
(818) 678-4405

5.1.2. The CPD and designated alternate must be able to read, write, speak
and understand English.

5.1.3. CONTRACTOR shall immediately notify the CPM of any change in the
CPD.

5.1.4. The CPD or designated alternate shall be available to COUNTY'’s
authorized personnel during normal work hours, 8:00 a.m. to 5:00 p.m.,
Monday through Friday, except COUNTY holidays.

5.1.5. CPD shall respond to any and all subsequent pages within one hour.
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5.1.6. CONTRACTOR shall provide sufficient personnel, competent to perform
all work in accordance with the requirements of the Contract. The CPD
or other manager in the employ of the CONTRACTOR shall supervise all
of the CONTRACTOR's personnel.

5.1.7. CONTRACTOR shall immediately notify COUNTY of any changes in
CONTRACTOR'’s authorized personnel that may affect the operation of
this Contract. Such personnel changes are subject to the approval of
the County Program Manager or designated alternate.

5.1.8. CONTRACTOR shall not permit any employee to perform services under
this contract if the employee is physically or mentally incapacitated or is
under the influence of any substance, such as alcohol, medication, and
narcotic, to the extent that the employee’s performance would be
impaired.

5.1.9. The CPM may, at his or her sole discretion, direct the CONTRACTOR to
remove from any work under this Contract, any of its personnel who the
COUNTY Program Manager determines has performed acts, which are
inimical to the interest of children or which otherwise made it
inappropriate for such persons to be assigned to the provision of these
Contract services.

6.0 SCOPE OF WORK

6.1 CONTRACTOR shall provide Urine Sample Collection and Drug and Alcohol
Testing services to the COUNTY as specified in this Contract. CONTRACTOR
shall provide sufficient staff, equipment, supplies and facilities and multiple
collection sites to perform the services of this Contract. All Collection Site
practices shall be performed by sufficiently qualified individuals in accordance
with all applicable laws and with a respectful and sensitive response to
COUNTY clients who are referred for testing.

6.2 CONTRACTOR shall work with COUNTY to implement a process that supports
the COUNTY’s referral procedures and other processes and/or forms
necessary to the operation of the services of this Contract. Refer to Section
7.0, Referral Process, of this Statement of Work.

7.0 REFERRAL PROCESS

7.1 DCFS will initiate alcohol and drug testing by requiring its clients to report to a
Collection Site to provide a urine sample. CSWs may refer a client at any time,
and may request that a client be tested based on one or more of the following
methods: (1) by DCFS Random Drug and Alcohol Testing Program; (2) on
an On-Demand/Weekly basis as specified in this Contract; or (3) Specialized
Schedule as ordered by the Dependency Court.
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7.1.1 DCEFS clients include one of the following: (1) birth parents; (2) primary
caregivers; (3) potential caregivers; and (4) minors.

7.1.2 Referrals will be submitted to CONTRACTOR by: (1) COUNTY
Children’s Services Workers (CSWSs); or (2) the Dependency Court.

7.1.3 Referrals will be submitted primarily by secure Internet transmission
(based on current industry standards, acceptable by COUNTY), or other
secured electronic online method, or by fax as an alternate or back up
method.

7.1.4 CONTRACTOR shall only accept properly filled out and completed
Referrals and shall not provide services unless all Referrals: (1) are
signed by the CSW's supervisor, (2) reflect the client’s date of birth as it
appears on the client’s identification, (3) reflect an accurate spelling of
the client's name as it appears on the client’'s identification, and (4)
includes the client's drug test enrollment date, and termination date if
applicable.

7.1.5 CONTRACTOR shall first contact the CSW to obtain clarification or
missing information if a Referral is incomplete or inaccurate. If
clarification or missing information cannot be obtained, CONTRACTOR
must reject any Referrals that are incomplete and do not include the
client's drug test enroliment, and termination dates, if applicable.

7.1.6 For minors, a Court order or signed parental consent must be attached to
the Referral. A Special Payment Request providing authorization of
payment must also be provided at the time Referral is presented.

7.2 Random Drug and Alcohol Testing Program

7.2.1 CSW will determine which Collection Site to refer a client enrolled in the
Random Alcohol and Drug Testing Program.

7.2.2 CONTRACTOR shall ensure that the client's termination date may not
exceed 180 days from the date of enrollment in the DCFS random
testing program. CONTRACTOR shall terminate each Referral on the
designated termination date.

7.2.3 CONTRACTOR shall attach each Referral to a chain of custody form and
forward to CONTRACTOR’s appropriate staff for urine sample
processing.

7.3 On-Demand Testing/Weekly Testing

7.3.1 CSW will determine which Collection Site to refer a client enrolled in the
On-Demand and Weekly Testing Program.
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7.3.2

7.3.3

7.3.4

For the On-Demand and Weekly Testing Program, CONTRACTOR shall
permit clients to test with the absence of a supervisor’'s signature on the
Referral. However, CONTRACTOR shall not report test results for such
clients until the CSW has submitted a signed Referral.

CONTRACTOR shall attach Referrals to a chain of custody form and
forward to CONTRACTOR’s appropriate staff for urine sample
processing.

For the On-Demand and Weekly Testing Program, CONTRACTOR shall
accept approved form hard copy CSW Referrals in lieu of an online or
faxed Referral unless the client is already enrolled in the Random
Program or has already been tested during the month on an On-Demand
basis. CONTRACTOR'’s collection site shall call the CONTRACTOR
warm line to verify the client's status, obtain the approval to collect a
sample, and if a Referral has been submitted by the CSW online or via
fax.

7.3.4.11n all cases where a CSW refers a client for testing in this
manner, the CSW must submit a copy of the Referral to
CONTRACTOR that has been signed by the CSW’s supervisor.

7.3.4.2 If any client arrives at the Collection Site after CONTRACTOR'’s
collection or testing hours, the collection site shall turn the client
away and not collect the sample.

7.4 Specialized Schedule

7.4.1

71.4.2

7.4.3

7.4.4

7.4.5

Statement of Work

The CSW will refer clients for the Specialized Schedule program when
initiated by court order or minute orders from the court.

CSW will determine which Collection Site to refer a client enrolled in the
Specialized Schedule program.

The CSW will indicate the Specialized Schedule in the Referral form,
attach a copy of the court order or minute orders and submit to the
CONTRACTOR via fax or Internet or other secured method. (Refer to
Exhibit A-3, Sample DCFS Forms for Urine Sample Collection and Drug
and Alcohol Testing Program).

CONTRACTOR shall ensure that the client's termination date may not
exceed 180 days from the date of enrollment in the Specialized Schedule
Referral program. CONTRACTOR shall terminate each Referral on the
designated termination date.

CONTRACTOR shall attach Referrals to a chain of custody form and
forward to CONTRACTOR’s appropriate staff for urine sample
processing.

13



7.5

7.4

Tracking and Scheduling

7.3.4 CONTRACTOR shall track all clients participating in the Drug and
Alcohol Testing Program with the following information: Name of Client,
Date of Birth, Case Number, Type of Program, Test Date, and Test
Results.

7.3.5 On a weekly basis, CONTRACTOR shall submit to the CPM copies of all
Specialized Schedule Referrals along with the Court minute orders
mandating drug and alcohol testing.

7.3.6 On a monthly basis, CONTRACTOR shall coordinate a specific testing
schedule with each Specialized Schedule Referral’'s CSW via telephone.

Internet-Based Referral System Requirements

7.4.4 In anticipation of the implementation of an internet-based system,
CONTRACTOR shall provide and maintain, at no additional cost to the
COUNTY, a secure web-based tracking system that will store and
organize all of the information regarding drug tests. CONTRACTOR
shall be responsible for the development and maintenance of the secure
web-based tracking system.

7.45 CONTRACTOR shall be able to connect with COUNTY via EXTRANET,
SITE-TO-SITE VPN (Virtual Private Network) or INTRANET.

7.4.6 CONTRACTOR shall be able to coordinate with COUNTY'S ISD
(Internal Services Department) staff to encode/decode information sent
to and received from the COUNTY.

7.4.7 CONTRACTOR is responsible for maintaining the confidentiality of
DCES client information, in accordance with Part 1, Section 7.0,
Confidentiality, of the Contract.

7.4.8 Any secure web-based systems, related programs, software, repairs,
and maintenance provided by CONTRACTOR shall be subject to the
COUNTY’s approval. COUNTY reserves the right to reject such items
and require immediate replacement by CONTRACTOR.

8.0 COLLECTION SITES/COLLECTION PROCESS

8.1

CONTRACTOR shall refer to Exhibit A-4, (Listing of Priority ZIP Code Areas for
Collection Sites) which identifies geographical areas where COUNTY Collection
Sites are needed. CONTRACTOR shall establish and maintain a minimum of
19 Collection Sites dispersed throughout the eight Service Planning Areas
(SPAs) in the County of Los Angeles.
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8.2

8.3

8.4

8.5

8.6

8.7

8.8

8.9

8.10

8.1.1 CONTRACTOR shall provide a minimum number of Collection Sites for
each SPA or group of ZIP codes as indicated in Exhibit A-4, (Listing of
Priority ZIP Code Areas for Collection Sites).

CONTRACTOR shall operate the Collection Sites Monday through Friday, at a
minimum of eight hours per day, between the hours of 7:00 a.m. and 7:00 p.m.,
additional hours or days may be provided by CONTRACTOR at no additional
cost to COUNTY.

CONTRACTOR shall ensure that all Collection Sites perform urine specimen
collection witnessed by a person of the same sex as the client giving the
specimen, and that the site begins and maintains a verifiable and reliable chain
of custody.

By 7:00 a.m. each morning, CONTRACTOR shall fax to each collection site a
list of all participants in the DCFS Random Drug and Alcohol Testing Program
and a list of all participants in Specialized Schedules who have been called to
test at that particular collection site on the date of transmission.

Thereafter throughout the day, CONTRACTOR shall fax to each collection site
authorization to collect a sample from On-Demand clients for whom
CONTRACTOR has received properly completed Referrals.

CONTRACTOR shall fax such authorizations to the collection sites within
twenty (20) minutes of receipt by the CONTRACTOR of the signed Referral.

CONTRACTOR shall make every effort to provide notice to CPM two weeks in
advance of any change in Collection Site location or hours of operation.
Changes in Collection Sites are subject to the approval of the COUNTY.

CONTRACTOR shall ensure that COUNTY clients who provide urine
specimens at the Collection Sites do so only with prior written authorization for
On-Demand or specialized testing by the DCFS or in accordance with the
COUNTY Random Drug and Alcohol Testing Program. Refer to Section 14.0,
Toll Free Number for DCFS Clients.

CONTRACTOR shall request DCFS clients to produce a photo identification
document (e.g., Driver’s license, passport, employer identification card, etc) and
verify that the client is the person whom he or she claims to be.

8.9.1 DCEFS clients who do not possess a photo identification document will be
provided with his/her photograph on a DCFS letterhead, provided by the
CSW, with the following information: Name of Client, Date of Birth, and
Case Number.

CONTRACTOR shall give each client, who has given a urine specimen a copy
of the “Chain of Custody Form,” indicating the date and time of sample
collection.
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9.0

10.0

8.11 CONTRACTOR shall request COUNTY clients to list on the Chain of Custody
Form any medications or other substances he or she has taken which might
affect the drug and alcohol testing.

8.12 DCFS may withhold payment to CONTRACTOR for any costs incurred for urine
specimen collection not performed in accordance with the DCFS Random Drug
and Alcohol Testing Program or without prior written or verbal authorization by
COUNTY for On-Demand or Specialized testing.

8.13 CONTRACTOR shall certify and report the results of individual urine tests
within: one business day for negative results and "no shows" and within three
business days for positive tests, following the sample collection.

SPECIMEN SCREENING

9.1 CONTRACTOR shall perform an initial screening on all urine specimens
submitted for alcohol and/or drug testing to detect positive or negative screening
results for Amphetamines (Amphetamine, = Methamphetamine, and
MDMA/Methylenedioxymethamphetamine), Cocaine Metabolites, Cannabinoids,
Phencyclidine, and Opiates (Codeine, Morphine, and Hydrocodone). In
addition, special drug tests can be performed, if requested by the CSW, for
Barbiturates, Benzodiazepines, Propoxyphene, Meperidine, Methadone,
Petazocine, Doriden and Oxycontin, and at the cutoff levels (e.g., ng/m, mg/dl
and/or ug/ml) established by COUNTY. CONTRACTOR shall conduct such
screening by utilizing Enzyme Multiplied Immuno-Assay Technique (EMIT)
testing.

9.2  All urine specimens initially screened as negative for the substances noted shall
be reported as negative. All urine specimens, which are positive in the initial
screen, shall be subjected to further confirmation of positive results.

9.3 CONTRACTOR shall perform confirmation of all urine specimens submitted for
drug testing which vyield positive results in the initial screening process to
substantially determine the validity of positive screen results. The confirmation
shall be conducted by utilizing Gas Chromatography/Mass Spectrometry
(GCMS).

9.4  When requests for outside retests of specimens are made by the COUNTY or
the Dependency Court, the CONTRACTOR shall send the specimen to the
designated outside laboratory at no charge to DCFS. The requestor shall make
all necessary arrangements with the outside laboratory performing the retest.

DRUG ANALYSIS AND CERTIFICATION
10.1 CONTRACTOR shall test for Amphetamines (Amphetamine,

Methamphetamine, and MDMA/Methylenedioxymethamphetamine), Cocaine
Metabolites, Cannabinoids, Phencyclidine, and Opiates (Codeine, Morphine,
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11.0

12.0

10.2

and Hydrocodone). In addition, special drug tests can be performed, if
requested by the CSW, for Barbiturates, Benzodiazepines, Propoxyphene,
Meperidine, Methadone, Petazocine, Doriden and Oxycontin at a cost to be
agreed upon in advance by COUNTY and CONTRACTOR.

All drug analyses shall be conducted by a laboratory certified by the Substance
Abuse and Mental Health Services Administration (SAMHSA); or College of
American  Pathologists Forensic Urine Drug Testing (CAP/FUDT).
CONTRACTOR shall provide proof of the certification.

ALCOHOL ANALYSIS AND CERTIFICATION

111

11.2

11.3

11.4

CONTRACTOR shall analyze urine specimens collected for alcohol testing for
clients testing specifically for alcohol, or for alcohol tests specified in conjunction
with drug tests.

COUNTY shall identify, in the Referral document, clients who are known to be
diabetic and who are referred for alcohol testing. At no cost to COUNTY,
CONTRACTOR shall add a preservative to urine specimens obtained from
identified diabetics and intended for urine alcohol testing or the specimen may
be frozen to inhibit fermentation.

If CONTRACTOR identifies as glucose positive a urine specimen of a client
who has not been identified as diabetic by COUNTY, the CONTRACTOR shall
notify the CSW, within one business day from the end of the day in which the
glucose positive was identified. Notification shall be provided by Internet or a
written notification shall be provided by fax, or delivered by courier or United
States Postal Service at CONTRACTOR'’s expense.

All alcohol analyses shall be conducted by a laboratory certified by the
Substance Abuse and Mental Health Services Administration (SAMHSA); or the
College of American Pathologists Forensic Urine Drug Testing (CAP/FUDT); or
some other certification of equal or greater technical rigor. CONTRACTOR shall
provide proof of the certification. For those laboratories not certified by either
SAMHSA or CAP/FUDT, CONTRACTOR shall provide documents
demonstrating that their certification is of equal or greater technical rigor than
SAMHSA or CAP/FUDT.

CHAIN OF CUSTODY

12.1

CONTRACTOR shall maintain a continuous chain of custody for all urine
specimens collected for drug and/or alcohol testing utilizing the Chain of
Custody Form and according to standard industry practice. CONTRACTOR
shall account for the integrity of each specimen by tracking its handling from the
point of collection to its final disposition.
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12.2 All urine specimens, which are collected and test negative shall be maintained
in storage, at CONTRACTOR'’s expense, for a period of not less than 14 days
from the date the specimen was collected.

12.3 All urine specimens, which are collected and test positive shall be maintained in
storage, at CONTRACTOR'’s expense, for a period of not less than one year
from the date the specimen was collected.

13.0 WARM LINE

13.1 CONTRACTOR shall establish and maintain a “warm line” defined as a
designated toll free telephone line for DCFS CSWs, the Dependency Court, and
other designated COUNTY personnel to provide information and consultation on
test results and the COUNTY’s procedures/process related to Drug and Alcohol
Testing. CONTRACTOR shall respond to inquiries through the phone line
Monday through Friday, during the hours of 8:00 a.m. to 5:00 p.m.

13.2 The consultation shall be provided by a person meeting the criteria as set forth
in Exhibit B, Attachment L, Sample Contract, Department of Health and Human
Services, Mandatory Guidelines for Federal Workplace Drug Testing Programs,
Subpart B-Scientific and Technical Requirements. In providing consultation,
CONTRACTOR shall adhere at all times to DCFS guidelines and all applicable
laws regarding confidentiality of clients.

13.3 This line shall not ring busy, shall be picked up by the fourth ring and shall be
answered by the CONTRACTOR.

14.0 TOLL FREE NUMBER FOR DCFS CLIENTS

14.1 CONTRACTOR shall administer and operate a toll free Client Hotline Service
for the COUNTY Random Drug and Alcohol Testing Program. COUNTY shall
provide and bear the cost of maintaining the telephone line.

14.2 The recorded message shall be in both English and Spanish and shall indicate
the first letter of the last name of those individuals who must report for random
testing along with the day and date on which the specimens will be collected.

14.3 Each letter of the alphabet shall be announced on the recorded message one
time during a ten-day workday schedule cycle (a maximum of two tests per
month). There shall be no deviation from this testing frequency unless
previously approved by the COUNTY’s Program Manager.

14.4 CONTRACTOR shall change the recorded message for the following day,
Sundays through Thursdays between 6:00 p.m. and 6:30 p.m.

14.5 CONTRACTOR shall operate the toll free hotline service in the manner
described above unless the County's Program Manager approves an alternate
method.
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15.0 RECORD KEEPING

CONTRACTOR shall maintain all records including, but not limited to, dates, test
results for each client served, recordings of the chain of custody for each urine
specimen collected and other information pertaining to urine specimen collection and
urinalysis testing for drugs and alcohol as requested by DCFS for a period of one year
after the expiration of this Contract. CONTRACTOR shall maintain such records using
appropriate drug testing forms and according to standard industry practice.

16.0 TEST RESULTS AND REPORTS

16.1 Test Results

16.1.1 CONTRACTOR shall provide to the referring DCFS CSW a written report
of results of each client alcohol and/or drug test analysis with the
following information, including, but not limited to:

The client’s name;

Client’s date of birth or age;

Last four digits of client’s social security number (if available);
DCFS Case or Referral Number (if client is associated with more
than one case or Referral number, all associated case or Referral
numbers must be listed);

Name(s) of minor in the case;

DCFS CSW's office location;

DCFS CSW’s name (if the client is associated with more than one
CSW, all associated CSWs must be listed);

DCFS CSW's file number (if client is associated with more than
one file number, all associated file numbers must be listed);

Date of report;

Dates of sample collection, initial testing, preliminary report of
positive or negative test confirmation, and if applicable, final report
of sample that had a preliminary positive report.

A listing of the Drug Panel and any special additional tests
specified above and requested by the CSW, and corresponding
results for each drug test with cutoff levels, and;

In case of a missed test, the date of the missed test.

16.1.2 Drug and/or alcohol testing results should be posted according to the
following schedule:

Statement of Work

Negative testing results shall be reported within one business day
from the end of the day the client provided a urine specimen.
Positive alcohol and/or drug testing results shall be reported within
three business days from the end of the day the client provided a
urine specimen.
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Missed test (No-Show) reports shall be faxed within three
business days from the end of the day the client provided a urine
specimen.

16.1.3 When the specimen provided by the client is tested for both drugs and

alcohol, the notifications for the drug test results and alcohol test results
need to be reported simultaneously and as a combined notification within
the timeframes established for each as stated in this Contract.

16.1.4 CONTRACTOR shall deliver the testing results and no-show reports by

faxing them to designated facsimile machines at DCFS offices until such
time that an internet-based means of delivery is established by the
COUNTY. CONTRACTOR agrees to make reasonable best efforts to
cooperate in the development and implementation of an internet-based
system.

16.2 Monthly Reports

16.2.1 CONTRACTOR shall submit to the Program Manager and DCFS

Statement of Work

Finance on a monthly basis a hard-copy of the report and a disk with the
invoice in Excel format, a Service Report containing the following
information:

Number of actual tests performed

o] On-Demand Participants
o] Random Program Participants
o] Specialized Schedule Participants

Number of actual tests performed

o] Drug & Alcohol Tests

o] Alcohol Only Tests

Percentage of Participants testing positive for drugs and alcohol
Number of Referrals received from each DCFS SPA Office during
the prior month

o] On-Demand Participants
(o] Random Program Participants
o] Specialized Schedule Participants

Number of Referrals received from each DCFS SPA Office during
the prior month

o] On-Demand Participants

o] Random Program Participants

o] Specialized Schedule Participants

Number of open Referrals on file from each DCFS SPA Office as
of the prior month end

(o] Random Program Participants

o] Specialized Schedule Participants

Number of open Referrals on file from each DCFS SPA Office as
of the prior month end

o] Random Program Participants

20



o] Specialized Schedule Participants
o List denoting the date and letters which were selected for Random
Testing for each invoiced period

16.2.2 CONTRACTOR shall submit to the CPM, as requested, reports in Excel
format including, but not limited to the following:

o During the first week of the month, a report listing the new admits
to the random program. The report shall contain the following:

Name of referring COUNTY Office
Name of Client

Case Number

Date of Referral

Whether Client is Court-ordered to test

O O0O0O0O0

o During the first week of the month, a report listing the new admits
for On-Demand and specialized schedule testing. The report
shall contain the following information:

Name of referring COUNTY Office
Name of Client

Case Number

Date of Referral

Whether Client is Court-ordered to test

OO0O0O0O0

16.2.3 The report shall be submitted with each monthly CONTRACTOR invoice
and shall be required before COUNTY’s Program Manager grants
approval of CONTRACTOR invoice. CONTRACTOR shall format the
invoice in a manner as determined by the COUNTY and the CPM.

16.3 Ad-Hoc Reports

CONTRACTOR shall submit ad-hoc reports as requested by the CPM (e.g.,
names, office locations, and drugs of clients who have had confirmed positive
alcohol and drug testing results).

17.0 QUALITY CONTROL PLAN

17.1 CONTRACTOR shall provide a comprehensive quality control plan to be utilized
by the CONTRACTOR to ensure the required services are provided as
specified. CONTRACTOR’s quality control plan shall define all deliverable
services specified in this Part H, Statement of Work, and state how these
deliverables will be supplied.

17.2 The quality control plan shall demonstrate how the objectives for the contracted
activities/services will be met, and must assure that the quality of the service will
meet or exceed COUNTY requirements regarding timeliness, accuracy,
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effectiveness and completeness. The quality control plan shall explain how
policies and procedures will be disseminated, implemented and utilized by
CONTRACTOR staff.

17.3 CONTRACTOR’s quality control plan shall also establish a continuous quality
improvement process plan to periodically review and assure all requirements of
the contract are met or exceeded. The plan shall include an identified
monitoring system covering all the services listed in the Exhibit A, Statement of
Work, and methods for identifying and preventing deficiencies in the quality of
services, specifically, the following factors must be included in the Quality
Control Plan:

o Activities to be monitored to ensure compliance with all Statement of
Work requirements;

o Monitoring methods to be used,;

. Frequency of monitoring;

o Samples of forms to be used in monitoring

o Title/level and qualifications of personnel performing monitoring
functions, and,

o File of all monitoring results, including any corrective action taken.

18.0 PROCESS COORDINATION

18.1 CONTRACTOR shall assist the COUNTY, as requested, with the improvement
of the DCFS Drug and Alcohol Testing Program.

18.2 CONTRACTOR shall assist the succeeding vendor in the development and
establishment of a urine specimen collection and drug and alcohol testing
program. CONTRACTOR shall give assistance to the succeeding vendor,
including but not limited to: (1) methods of record management; (2) sample
collection and drug and alcohol testing; (3) evaluation of the Program’s
effectiveness and quality assurance; (4) methods of obtaining background
information on current or prospective employees; and (5) all other relevant
information to ensure successful transition of service.
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EXHIBIT A-1

PERFORMANCE REQUIREMENTS SUMMARY (PRS) CHART

STATEMENT OF WORK (SOW)

REMEDIES FOR NON-

REQUIRED PERFORMANC MONITORING
COMPLIANCE WITH
SERVICES E STANDARD METHOD PERFORMANCE STANDARD
Legitimate

Referrals are

COUNTY monitors

If two (2) UCRs are submitted in a

reviewed and 100% CONTRACTOR twelve-month period that indicate
scheduled on the compliance compliance with that CONTRACTOR is not in

same day that they the Contract. compliance with paragraphs 7.0
are received from through 18.0 of the Statement of
DCFS Children Work, and/or any other provision of
Social Workers CPM receives the Contract, CONTRACTOR shall
(CSWs) or the notices from other | submit within 24-hours from the
Dependency Court. DCF users. receipt of the UCR a written
(Section 7.0) Corrective Action Plan to the
Collection sites are CPM receives COUNTY with an explanation of
properly 100% results of any audit | the problem and plan for correcting
maintained and compliance regarding the problem, subject to COUNTY
operated, Monday CONTRACTOR approval.

through Friday, at a compliance.

minimum of 8 The COUNTY may impose a single
hours per day, to CPM notifies and deduction from CONTRACTOR’s
collect urine submits to invoice in the amount of $100 when
specimens as CONTRACTOR a | the following occurs:

scheduled from User Compliant

County clients. Report (UCR) for 1) For each UCR over two (2)
(Section 9.0) each separate submitted in a twelve month
A toll free number incident of non- period that indicates that

for clients to call is compliance. CONTRACTOR is not in
properly 100% compliance with paragraphs
maintained and compliance 7.0 through 18.0 of the SOW,
operated, 24 hours and/or any other provisions of
a day, 7 days a the Contract; or

week, with

recorded 2) Each Corrective Action Plan
messages both in submitted by CONTRACTOR
English and that does not meet with the
Spanish, to provide COUNTY’s approval.

random drug test

schedules to If two (2) UCRs are submitted in a
clients. twelve-month period that indicate
(Section 8.0) that CONTRACTOR is not in
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STATEMENT OF WORK (SOW)

REMEDIES FOR NON-

SEQUIRED | PERFORMANS | NONTORNG | comeLiance i
PERFORMANCE STANDARD
All urine specimens compliance with paragraphs 7.0
are screened, through 18.0 of the Statement of
analyzed and 100% Work, and/or any other provision of

certified within 72
hours of urine
sample collection
utilizing appropriate
test methods and
procedures in
accordance with
standard industry
practice.
(Sections 10.0 to
12.0)

compliance

Integrity of all urine
specimens is
maintained and
preserved from the
point of collection
to its final
disposition using
appropriate drug
testing specimen
chain of custody
forms in
accordance with

100%
compliance

COUNTY monitors
CONTRACTOR
compliance with
the Contract.

CPM receives
notices from other
DCF users.

CPM receives
results of any audit
regarding
CONTRACTOR
compliance.

CPM notifies and
submits to
CONTRACTOR a
User Compliant
Report (UCR) for
each separate
incident of non-

the Contract, CONTRACTOR shall
submit within 24-hours from the
receipt of the UCR a written
Corrective Action Plan to the
COUNTY with an explanation of
the problem and plan for correcting
the problem, subject to COUNTY
approval.

The COUNTY may impose a single
deduction from CONTRACTOR'’s
invoice in the amount of $100 when
the following occurs:

1) For each UCR over two (2)
submitted in a twelve month
period that indicates that
CONTRACTOR is not in
compliance with paragraphs
7.0 through 18.0 of the SOW,
and/or any other provisions of
the Contract; or

standard industry compliance. 2) Each Corrective Action Plan
practice. submitted by CONTRACTOR
(Section 13.0) that does not meet with the
Statement of Work 24




STATEMENT OF WORK (SOW)

REMEDIES FOR NON-

SEQUIRED | PERFORMANS | NONTORNG | comeLiance i
PERFORMANCE STANDARD
COUNTY’s approval.
The “Warm Line”
telephone number
is properly 100%
maintained and compliance

operated, Monday
through Friday,
from 8:00 am to
5:00 pm, to provide
prompt and
courteous
response to
inquiries from
DCFS CSWs, the
Dependency
Courts and other
designated County
personnel
regarding drug test
results and drug
test
procedures/proces
S

(Section 14.0)

Written report of
test results and all
other records and
reports required in
the Statement of
Work (SOW) are to
be submitted to the
County Program
Manager in a
timely manner with
all the required
information and on
the frequency
stated in the SOW.
(Sections 15.0 and
16.0)

100%
compliance

COUNTY monitors
CONTRACTOR
compliance with
the Contract.

CPM receives
notices from other
DCF users.

CPM receives
results of any audit
regarding
CONTRACTOR
compliance.

CPM notifies and
submits to
CONTRACTOR a
User Compliant
Report (UCR) for
each separate
incident of non-
compliance.

If two (2) UCRs are submitted in a
twelve-month period that indicate
that CONTRACTOR is not in
compliance with paragraphs 7.0
through 18.0 of the Statement of
Work, and/or any other provision of
the Contract, CONTRACTOR shall
submit within 24-hours from the
receipt of the UCR a written
Corrective Action Plan to the
COUNTY with an explanation of
the problem and plan for correcting
the problem, subject to COUNTY
approval.

The COUNTY may impose a single
deduction from CONTRACTOR’s
invoice in the amount of $100 when
the following occurs:

1) For each UCR over two (2)
submitted in a twelve month
period that indicates that

Statement of Work
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An attainable and
comprehensive
Quality Control
Plan is established
to ensure the
required services
are provided and
the quality of work
are met as
specified in the
SOW.

(Section 17.0)

100%
compliance

Contractor shall
give assistance
and coordination to
the County and
succeeding vendor
in the development
and improvement
of the DCFS Drug
and Alcohol
Testing Program
(Section 18.0)

100%
compliance

CONTRACTOR is not in
compliance with paragraphs
7.0 through 18.0 of the SOW,
and/or any other provisions of
the Contract; or

2) Each Corrective Action Plan
submitted by CONTRACTOR
that does not meet with the
COUNTY'’s approval.

Statement of Work
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EXHIBIT A-2

USER COMPLAINT REPORT (UCR)
URINE SAMPLE COLLECTION FOR DRUG AND ALCOHOL TESTING SERVICES

This form is to be used by DCFS users of the DCFS Urine Sample Collection/Drug and Alcohol Testing
Services to report service discrepancies and failure to conduct collection of urine sample/drug and alcohol
testing. This User Complaint Report must be delivered immediately to the County Program Manager for this
Contract.

Date of Report: DCFS User
Name:

DCFS Office Address:

Phone No. E-mail Address:

Date(s) of Incident(s):

Below, please check the appropriate boxes and explain each incident separately:

Contractor’s Project Director is not responding to messages.

Contractor’s staff not available or not responding to messages.

Contractor making staff changes without notification to the County.

lllegal or inappropriate behavior by Contractor’s staff.

Contractor not submitting reports or maintaining records as required.

Contractor unable to receive Referral Requests as required.

Collection sites not properly staffed and maintained as specified in the Contract.

Contractor not properly maintaining warm line and 800 number as specified in the Contract.
Contractor not complying with the Referral/database requirements as specified in the Contract.

Contractor not complying with the quality assurance requirements as specified in the Contract.

N 0 I I O

Other (describe):

To report an urgent/serious problem, call Laura Mckee at: (213) 739-6469
Send UCR to Laura Mckee, Program Manager, 425 Shatto Place, Room 500, Los Angeles, CA 90020 and a copy to
Contracts Administration, 425 Shatto Place, Room 400, Los Angeles, CA 90020.
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EXHIBIT A-3

SAMPLE DCFS FORMS FOR URINE SAMPLE COLLECTION FOR
DRUG AND ALCOHOL TESTING SERVICES

The following forms are attached:

o0 DCFS Alcohol - Drug Random Test Referral (English/Spanish Versions)
o0 DCFS Alcohol — Drug On Demand Testing Referral (English/Spanish Versions)
o0 DCFS Alcohol — Drug Testing Services Dependency Investigator Information

o0 DCFS Alcohol — Drug Testing Service Change of Social Worker
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DCFS ALCOHOL - DRUG RANDOM TEST REFERRAL

ATTENTION . Please enroll client in the RANDOM SCHEDULE
1. CLIENT INFORMATION Note: Information requested in sections 1., 2., and 3., is ABSOLUTELY MANDATORY
[ ] ALCOHOL ONLY* [ ] DRUGS AND ALCOHOL* [ NEW [] CHANGE
(*Must be consistent with current court orders) ] EXTENSION
Client/Donor’s Last Name | First Name Donor’s Birthdate Donor’s Social Security # | Test Code

(If available)

(Initial of donor’s last name ONLY)

DCFS Case # (7 digits) Case Name

*k%k

Hotline referral # (19
digits)

Is Testing Court Ordered?

Yes |:| No |:|

Referral Date

Name of Oldest Minor in the Case

Is donor taking If yes, please list name(s) of medication(s):

medication?

Yes |:| No |:|

IS THE DONOR A DIABETIC? (Diabetes might alter the alcohol test results)

YES[] NO

2. COLLECTION SITE INFORMATION

Name of Collection Site

Hours of Operation

Street City Zip Code

3. CSW, SCSW INFORMATION

Last Name First Name CSW File # Phone Number
SCSW Last Name First Name Phone Number Fax Number

DCFS Office Name and Address

4. SPECIAL INSTRUCTIONS FOR DRUG TESTING

Special Instructions/Specialized Schedule (e.g. 1x/month, 2x/week, Minor-parent)

Additional Test dates (if applicable/known):

Supervisor’s signature (if applicable):

TERMINATION DATE (Note: This field is mandatory for all Referrals. The termination date

may not exceed six months from the date of Referral):

The timeframe for testing is from: to:

Court-Ordered: YES [] Attach Court Order

(It is mandatory that court orders are submitted with
specialized schedule Referrals)
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INSTRUCTIONS TO CSW:

Complete all information legibly. This Referral is used to refer a client to for alcohol and/or drug testing. Please fax
completed form to at (XXX) XXX-XXXX.

*** Court Number will not be accepted. Writing in the Court number will not allow CSWs to receive test results. The Hotline referral
number is used only if the State Number is not available.

INSTRUCTIONS TO CLIENT:

Please call (800) 829-0100 daily (Sunday through Thursday) after 6:30 P.M. to hear if your Test Code has been called. You MUST test
on the SAME DAY that your Test Code is scheduled. A test taken on any other day will be considered invalid unless previously
approved by your CSW. A missed test is considered to be a positive test. If you are on a specialized drug-testing schedule,
your CSW will give you instructions on when to test.

If this Referral is not complete or legible, contact your CSW immediately. You must present this Referral when you report for testing.
You also must present a valid picture ID each time you report for testing. Lack of picture ID will not allow you to test. If you wish to test
at a different collection site, please contact your CSW. If you have any questions regarding your drug testing, please contact your CSW
or attorney.
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FORMA PARA REFERIR CLIENTES A EXAMEN DE ALCOHOL Y DROGAS
ATTENTION . Please enroll client in the RANDOM SCHEDULE
[ ] ALCOHOL SOLAMENTE* [ ] DROGAS Y ALCOHOL* 1 NUEVO ] CAMBIO

(*Must be consistent with current court orders)

] EXTENSION

1. INFORMACION DEL CLIENTE: Nota: La informacion requerida en las secciones 1., 2.,y 3., es ABSOLUTAMENTE OBLIGATORIA

Apellido del Cliente/Donador Nombre Fecha de Nacimiento Numero de Seguro Social | Clave del Examen
(si esta disponible) (Inicial del apellido)
Numero del Caso del DCFS (7 digitos) o Numero del Es el examen ordenado Fecha de la
Hotline Referral (19 digits)*** por la Corte? Referencia
Si [ No[]

Nombre de el Menor Mayor en el Caso Nombre de el Caso

Esta el cliente tomando medicinas? Si [ ] No [] Sila respuesta es si, por favor indique el nombre de las medicinas:

ES EL/LA CLIENTE(A) DIABETICO(A)? La Diabetis puede alterar los resultados de el examen de alcohol. SI[[] NO []

2. INFORMACION DEL LUGAR DE COLECCION

Nombre del lugar de Coleccion Horas de Operacion

Calle Ciudad

Cédigo Postal

3. INFORMACION ACERCA DE EL/LA TRABAJADOR/A SOCIAL, Y EL/LA

SUPERVISOR/A
Apellido de ellla CSW Nombre Numero de Numero de Teléfono
Expediente (File #)
Apellido de el/lla SCSW Nombre Numero de Ndmero de Fax
Teléfono

Nombre y direccién de la Oficina de DCFS

4. INSTRUCCIONES ESPECIALES PARA EL EXAMEN DE DROGAS

Instrucciones Especiales - (i.e., 1x/mes, 2x/semana, Minor-Parent, etc.)
Adicional fecha de examen (if applicable/known):

firma de el/lla SCSW

Fecha de Terminacion (Note: This field is mandatory for all Referrals. The termination
date may not exceed six months from the date of Referral):

El tiempo del examen es: DE: A:

ORDENADO POR LA CORTE: SI [] Incluya la Order
de la Corte (It is mandatory that court orders are
submitted with specialized schedule Referrals)
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INSTRUCCIONES AL TRABAJADOR(A) SOCIAL:

Complete toda la informacién legiblemente y , mandela por fax a at (XXX) XXX-XXXX. Esta forma se utiliza para referir al
cliente a

**E| nimero de la Corte no sera aceptado. Al escribir el nimero de la Corte, Ud. demoraré el proceso de los resultados
El nimero de referencia del Hotline se usa solamente si el nimero del Estado no esta disponible. .

INSTRUCCIONES AL CLIENTE:

Por favor llame al 1-800-829-0100 disarmament (Domingo a Jives) después de las 6:30 P.M. para ver si su Clave del Examen ha side llamara. Usted
debar hackers el examen el mismo dia que su Clave del Examen ha side mentioned. Un examen tomato en cualquier otros dia se consider invalid a
menos que hay side probed poor su Trabajador(a) Social. Si falta a algin examen, ese examen sera considerado positivo.  Si usted esta bajo un
horario de examen especializado, su Trabajador(a) Social le dara instrucciones acerca de cuando hacerse el examen.

Si esta forma de referencia no esta completa ni legible, pé6ngase en communicacion con su Trabajador(a) Social o su abogado(a) inmediatamente. Usted
debe presentar una identificacién con fotografia valida cada vez que se reporte para un examen. Sin identificacién, Ud. no podra tomar el examen. Si

usted desea tomar el examen en un sitio diferente, o tiene preguntas acerca del examen por favor comuniquese con su Trabajador(a) Social o su
abogado(a).
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DCFS ALCOHOL — DRUG ON DEMAND TESTING REFERRAL

THIS REFERRAL FORM DOES NOT ENROLL CLIENT IN THE RANDOM PROGRAM

[ ] ALCOHOL ONLY
1. CLIENT INFORMATION

[ ] DRUGS AND ALCOHOL

Note: Information requested in sections 1., 2., 3and 5., is ABSOLUTELY MANDATORY

Client/Donor Last Name First Name Donor’s Birthdate Donor’s Social Security #
(If available)
DCFS Case # (7 digits) *** Case Name Is Testing Court Referral Date

Hotline referral # (19 digits)

Ordered?
YES [] NO []

Name of Oldest Minor in the case:

IS THE DONOR A DIABETIC? (Diabetes might alter the alcohol test results) YES[] NO []

Is donor taking medication?

Yes |:| No |:|

Indicate the names of the medications

2. COLLECTION SITE INFORMATION

Name of Collection Site

Hours of Operation

Street City Zip Code

3. CSW INFORMATION
Last Name First Name CSW File No. Phone Number
SCSW Last Name First Name Phone Number Fax Number

DCFS Office Name and Address

4. SPECIAL INSTRUCTIONS FOR DRUG TESTING (i.e. MAKE-UP TEST, MINOR PARENT, ETC.)

Special Instructions/Specialized Schedule:

If Make-Up Test, list date client was originally scheduled to test:

Supervisor’s signature (Mandatory):

Court-Ordered: YES [] Attach Court Order

5. DATE FOR ON DEMAND TESTING

|:| Today |:| Other Date(S) (Multiple dates for specialized schedules only):

INSTRUCTIONS TO CSW: Complete all information legibly. This Referral is used to refer a client to for on
demand alcohol or drug testing. If you are in the field, give the original to the client to take to the collection site. Instruct the

client to hand this form to the collection site staff. Fax a completed form to

soon as you return to the office.

at (XXX) XXX-XXXX, as

*** Court Number will not be accepted. Writing in the Court number will not allow CSWs to receive test results. The

Hotline referral number is used only if the State Number is not available.

INSTRUCTIONS TO CLIENTS: Take this Referral to the Collection Site and give it to the Collection Site staff.

If this Referral is not complete or legible, contact your CSW immediately. You must present this Referral when
you report for testing. You also must present a valid picture ID each time you report for testing. Lack of picture
ID will not allow you to test. If you wish to test at a different collection site, please contact your CSW. If you
have any questions regarding your drug testing, please contact your CSW or attorney.
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DCFS ALCOHOL — DRUG ON DEMAND TESTING REFERRAL

THIS REFERRAL FORM DOES NOT ENROLL CLIENT IN THE RANDOM PROGRAM

[ ] ALCOHOL SOLAMENTE [ | DROGAS Y ALCOHOL

1. INFORMACION DEL CLIENTE Nota: La informacién requerida en las secciones 1, 2, 3,y 5, es absolutamente bligatoria

Apellido del Cliente/Donador Nombre Fecha de Nacimiento Numero de Seguro Social
(If available)
Numero del Caso del DCFS (7 digits) o | Nombre del Caso Es el examen Fecha de la Referencia
Hotline referral # (19 digits)*** ordenado por la Corte?
YES [] NO [

Nombre del Menor Mayor en el Caso:

ES EL/LA CLIENTE(a) DIABERTICO(A)? (La Diabetes puede alterar los resultados de el examen de alcohol) Si[] NO []

Esta el cliente tomando medicinas? Indique el nombre de las medicinas:

si [ INo[]

2. INFORMACION DEL LUGAR DE COLLECION

Nombre del lugar de Coleccion Horas de Operacion

Calle Ciudad Cadigo Postal

3. INFORMACION ACERCA DE/LA TRABAJADOR/A SOCIAL, Y EL/LA SUPERVISOR/A

Apellido de el/la CSW Nombre Numero de Expediente Numero de
(File #) Teléfono
Apellido de/la SCSW Nombre Numero de Teléfono Numero de Fax

Nombre y direccion de la Oficina de DCFS

4. INSTRUCCIONES ESPECIALES PARA EL EXAMEN DE DROGAS (i.e. MAKE-UP TEST, MINOR PARENT, ETC.

Si este examen es para remplasar, escribe la fecha original de el

Instrucciones Especiales: .
examin:

Firma de el/la SCSW (Mandatario): Ordenado por la Corte: Si[] Incluya la Order de la Corte

5. FECHA DE EXAMEN DE DEMANDA

|:| Hoy I:‘ Otro dia(s) (Especiales exdmenes solamente):

INSTRUCCIONES TO CSW: Completa toda la informacion legiblemente. Esta forma se utiliza para referir al cliente a
para examen de demanda para el alcohol y droga. Si estas trabajando en el campo, le das el original al cliente

para que se lo lleven al sitio de coleccion. Informan los clientes que tienen que entregar esta forma a un empleado del sitio

de coleccién. Fax la forma completa a al (XXX) XXX-XXXX, cundo regrese a la oficina.

** F| numero de la Corte no serd aceptado. Al escribir el nimero de la Corte, Ud. demorara el proceso de los resultados.

El numero de referencia del Hotline se usa solamente si el numero del Estado no esta disponible.

INSTRUCCIONES AL CLIENTE: Lleve ista forma a el sito de colecciéon y entrege la a un empleado de la oficina.

Si esta forma de referencia no esta completa ni legible, pdngase en comunicaciébn con su trabajador(a) socia
inmediatamente. Usted debe presentar una identificacion con fotografia valida cada vez que se reporte para un examen.
Sin identificacion, Ud. no podra tomar el examen. Si usted desea tomar el examen en un sito diferente, o tiene preguntas
acerca del examen por favor comuniquese con su trabajador(a) Social o su abogado(a).
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DCFS ALCOHOL — DRUG TESTING SERVICES
DEPENDENCY INVESTIGATOR INFORMATION

ATTENTION . The client mentioned below has a CSW of record;
nevertheless, as the Dependency Investigator assigned to this case, | am entitled to receive the
test results. Please send the test results to both the CSW of record and to me.

1. CLIENT INFORMATION Note: Information requested in sections 1 and 2 is ABSOLUTELY MANDATORY

Client/Donor Last Name First Name Donor’s Birthdate Donor’s Social Security No.
(If available)

DCFS Case Number (7 digits)*** Case Name Is Testing Court Ordered?
Yes |:| No |:|

Name of Oldest Minor

IS THE DONOR A DIABETIC? (Diabetes might alter the alcohol test results) YES[] NO [

Is donor taking medication? Indicate the names of the Medications

Yes [_]No[ ]

2. DEPENDENCY INVESTIGATOR INFORMATION

Last Name First Name DI-CSW File No Phone Number

DI e-mail: @dcfs.lacounty.gov SCSW e-mail: @dcfs.lacounty.gov
SCSW Last Name First Name Phone Number Fax Number

DCFS Office Name

Street City Zip Code

INSTRUCTIONS TO CSW: Please fax completed form to at (XXX) XXX-XXXX.
*** Court Number will not be accepted. Writing in the Court number will only delay the testing results.

DATE:
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DCFS ALCOHOL - DRUG TESTING SERVICE
CHANGE OF SOCIAL WORKER

1. CLIENT INFORMATION

Note: Information requested in sections 1 and 2 is ABSOLUTELY MANDATORY

Client/Donor’s Last Name First Name Donor’s Birthdate Donor’s Social Security#
(If available)
DCFS Case # (7 digits)*** Case Name Is Testing Court Ordered?

Yes |:| No |:|

Name of Oldest Minor

2. NEW CSW, SCSW INFORMATION

Last Name First Name CSW File # Phone Number

CSWs e-mail: @dcfs.lacounty.gov SCSWs e-mail: @dcfs.lacounty.gov
SCSW Last Name First Name Phone Number Fax Number

DCFS Office Name

Street City Zip Code

INSTRUCTIONS TO CSW: Please fax completed form to

at (XXX) XXX-XXXX

*** Court Number will not be accepted. Writing in the Court number will not allow CSWs to receive test results.
The Hotline referral number is used only if the State Number is not available.

DATE:
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EXHIBIT A-4

LISTING OF PRIORITY ZIP CODE AREAS FOR COLLECTION SITES

Service Planning Area 1 Service Planning Area 5
Lancaster* 93534 West Los Angeles* 90019 90067
93535 90025 90230
Palmdale* 93550 90035 90291
93551 90064 90405
Service Planning Area 2 Service Planning Area 6
Santa Clarita* 91331 91351 Vermont Corridor* 90008 90037
91333 91354 90016 90043
91334 91355 90018 90047
91342 91392 90022 90062
91350 Wateridge* 90001 90011
San Fernando 91352 91406 90002 90044
Valley* 91356 91411 90003
91401 91605 Compton* 90061 90222
91402 91606 90220 90262
91405 91607 90221 90723
Service Planning Area 3 Service Planning Area 7
Pasadena* 91010 91104 Belvedere* 90022 90255
91016 91106 90040 90270
91101 91504 90201 90660
91103 91754 90240
Covina* 91722 91790 Santa Fe Springs* 90604 90670
91723 91791 90605 90701
91724 90650
Pomona* 91766
91767 Service Planning Area 8*
91768 Lakewood 90731 90805
Glendora* 91702 91744 90744 90807
91706 91790 90745 90813
91732 Torrance 90501 90503
90250 90301
Service Planning Area 4 90260 90302
Metro North* 90004 90027
90006 90042
90026 90046

* Indicates that a minimum of one collection site is required in this set of zip
codes.
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EXHIBIT A-4
FORM FOR LISITING OF COLLECTION SITES

PRIMARY COLLECTION SITE #

Provide the location of Bidder's work site where urine samples will be collected. Also identify
the person authorized to schedule the work site visit and answer County’s interview
guestions. Provide complete information for each location that will be used to collect urine
samples. (Attach additional sheets as necessary).

Address:

Contact:

Phone #:

Days of Operation:
SUN MON TUE WED THU FRI SAT

Hours of Operation:
SUN MON TUE WED THU

FRI SAT

PRIMARY COLLECTION SITE #

Provide the location of Bidder’s work site where urine samples will be collected. Also identify
the person authorized to schedule the work site visit and answer County’s interview
guestions. Provide complete information for each location that will be used to collect urine
samples. (Attach additional sheets as necessary).

Address:

Contact:

Phone #:

Days of Operation:
SUN MON TUE WED THU FRI SAT

Hours of Operation:
SUN MON TUE WED THU

FRI SAT
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Exhibit A-5

BID PRICE
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Exhibit A-5

Urine Sample Collection for Drug and Alcohol Testing Services
Bid Price

Prices include all applicable charges and costs associated with collection, chain of custody,
screening, confirmation of positive results, storage, administration, provision of seminars, and
any other costs necessary to properly complete the project as outlined in the Contract and
Statement of Work.

Table A: Urine Testing for Alcohol
A 2 Extendce:d Cost
Estimated Annual Tests Cost per Sample (AXB=C)
1,800 $9.00 $ 16,200
Table B: Urine Testing for Both Alcohol and Drugs
A 2 Extendce:d Cost
Estimated Annual Tests Cost per Sample (AXB=C)
72,000 $17.50 $ 1,260,000
Table C: Overall Total Cost
Total Cost for Table A $ 16,200
Total Cost for Table B $ 1,260,000
Total Annual Cost $ 1,276,200
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Exhibit A-6

LINE ITEM BUDGET
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1. DIRECT COSTS
A. Payroll Costs:

Exhibit A-6: Line Item Budget

LINE ITEM BUDGET

Position Title/Description # of Positions % of Time | Annual Salary | Annual Cost
Project Director 1 0.1 50,000 5,000
Lab Director 1 0.3 80,000 24,000
Accessioning Supervisor 1 0.25 44,000 11,000
Accessioners 3.75 1 22,000 82,500
Analyst 1 1 30,000 30,000
Medtech (extraction) 1 0.5 38,000 19,000
Lab Supervisor 1 0.5 62,000 31,000
Positive Certifier 1 0.5 54,000 27,000
Client Services (Lead) 1 0.5 48,000 24,000
Client Services Reps 3 1 26,000 78,000
Supply Clerk 1 0.3 41,000 12,300
Billing Coordinator 1 0.3 33,000 9,900
IT Manager 1 0.1 80,000 8,000
IT Assistant 1 0.1 29,000 2,900
Subtotal: 364,600
B. Employee Benefits:
Description Number of Employees Monthly Cost Annual Cost
Medical Insurance 7 225 18,900
Dental Insurance 7 65 5,460
Subtotal: 24,360
C. Payroll Taxes (List all appropriate, e.g., FICA SUI, Workers' Compensation, etc.
Description Number of Employees Monthly Taxes Annual Taxes
FICA 14 2,279 27,345
Workers' Compensation 14 760 9,115
State Disability 14 304 3,646
Subtotal: 40,106
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D. Insurance, Equipment and Operation Expenses

Description Monthly Cost Annual Cost
Collection Fees 46,125 553,500
Collection Kits/COCs 3,337 40,040
Reagents and Lab Supplies 9,225 110,700
Liability/Auto/Professional Insurance 500 6,000
Sample Transportation 5,000 60,000
Telephone and Utilities 800 9,600
Office, Space, Facilities Leases/Rents/Mortgage 2,500 30,000
Subtotal: 809,840
TOTAL DIRECT COSTS 1,238,906
2. INDIRECT COSTS
Description Monthly Cost Annual Cost
| TOTAL INDIRECT COSTS | 0]
| TOTAL DIRECT AND INDIRECT COSTS | 1,238,906 |
TOTAL PROFIT
PROFIT RATE (%) 3.0% AMOUNT 37,294
‘ TOTAL ANNUAL COST 1,276,200
| TOTAL MONTHLY COSTS 106,350
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ATTACHMENTS



ATTACHMENT A

CONTRACTOR’S EQUAL EMPLOYMENT OPPORTUNITY (EEO) CERTIFICATION



ATTACHMENT A

CONTRACTOR’S/OFFEROR'S EEO CERTIFICATION

ACIFIC  \ oxicotoeR \-\_RBDRH’EOQ\{_,S
Contractor’s/Offeror's Name

PRYL D¢ oo A\re«m'e C)\-\m'swoq-rq;C,A Q131

Address

A5 - 23670

Internal Revenue Service Employer Identification Number

GENERAL

In accordance with Section 4.32.010, County Code, of the County of Los Angeles, the
CONTRACTOR, supplier, or vendor certifies and agrees that all persons employed by such firm, its
affiliates, subsidiaries, or holding companies are and will be treated equally by the firm without
regard to or because of race, religion, ancestry, national origin, or sex and in compliance with all
anti discrimination laws of the United States of America and the State of California.

CGong e~ CapneOQ) /1, Jog
Authorized Signature Date

Geee Copaeses CEO FacE Joxcoreee | aepReTeRES
Name / Title / Name of Company or Organization




ATTACHMENT B

SMALL BUSINESS ENTERPRISE (SBE) / COMMUNITY BUSINESS ENTERPRISE (CBE)
FORM



ATTACHMENT B

INSTRUCTIONS: All proposers/bidders responding to this solicitation must complete and return
this form for proper consideration of the proposal/bid.
I. SMALL BUSINESS ENTERPRISE PREFERENCE PROGRAM:

FIRM NAME:

?AC,\F\C, | ok icoLOGY LAgonrroQ(es
CAGE CODE: NAICS CODE: 215\

® As abusiness registered as ‘Small’ on the federal Central Contractor Registration (CCR) data
base, | request this proposal/bid be considered for the SBE Preference.

® The NAICS Code shown corresponds to the services in this solicitation.

B Attached is my CCR certification page.

IL. FIRM/ORGANIZATION INFORMATION: The information requested below is for statistical purposes
only. On final analysis and consideration of award, contractor/vendor will be selected without regard
to race/ethnicity, color, religion, sex, national origin, age, sexual orientation or disability.

Business Structure: O Sole Proprietorship QO Partnership & Corporation O Non-Profit Q Franchise

Q Other (Please Specify)
Total Number of Employees (including owners): qq
Race/Ethnic Composition of Firm. Please distribute the above total number of individuals into the following categories:
Race/Ethnic Composition Ag‘ggg:’:;:;ﬁ:’sr/s Managers Staff

Male Female Male Female Male Female

Black/African American 0 o) Q @ ) o
Hispanic/Latino o o o) o) 9 =Y
Asian or Pacific Islander '®) s o o) o (@)
American Indian (8) ra) o) Io) e (=
Filipino ®) o) \ n \ @ 1
White P ) 7 \ 5 7

PERCENTAGE OF OWNERSHIP IN FIRM: Please indicate by percentage (%) how ownership of the
firm is distributed.

. ’ k Asian or ?
Black/African Hispanic/ i American s p
American Latino Pacilc Indian Elligiog White
Islander
Men © % o % o % o % D % qqrj %
Women o % o % o % o % o % 93 %

IV. CERTIFICATION AS MINORITY, WOMEN, DISADVANTAGED, AND DISABLED VETERAN
BUSINESS ENTERPRISES: /f your firm is currently certified as a minority, women, disadvantaged or
disabled veteran owned business enterprise by a public agency, complete the following and attach a
copy of your proof of certification. (Use back of form, if necessary.)

M Dis- Disabled
Agency Name Minority Women advantaged Veteran
N/A

IV. DECLARATION: | DECLARE UNDER PENALTY OF PERJURY UNDER THE LAWS OF THE STATE OF
CALIFORNIA THAT THE ABOVE INFORMATION IS TRUE AND ACCURATE.

Expiration Date

Print Authorized Name Authorized Signature Title Date

Geeg Commros Goun L@ | CFo I /16/06




CCR Detail Search Results

Not to be used as certifications and representations. See ORCA for official
certification.

Current Registration Status: Active in CCR; Registration valid until
08/26/2009.

DUNS: 144170602
DUNS PLUS4:
~__ CAGE/NCAGE: 1DSX3
Legal Business Name: PACIFIC TOXICOLOGY LABORATORIES
Doing Business As (DBA): FORENSIC TOXICOLOGY ASSOCIATES
Division Name: SALES DEPARTMENT-PAUL DONNELLY
Division Number:

Company URL: http://www.pactox.com

Physical Street Address 1: 9348 DE SOTO AVE
Physical Street Address 2:
Physical City: CHATSWORTH
Physical State: CA
Physical Foreign Province:
Physical Zip/Postal Code: 91311-4926
Physical Country: USA

Mailing Name: PACIFIC TOXICOLOGY LABORATORIES
Mailing Street Address 1: 9348 DE SOTO AVE
Mailing Street Address 2:

Mailing City: CHATSWORTH

Mailing State: CA
Mailing Foreign Province:
Mailing Zip/Postal Code: 91311-4926

Mailing Country: USA

Business Start Date: 06/22/1984

ok A U P PR

CORPORATE INFORMATION
Type of Organization
Other

Business Types/Grants
2X - For-Profit Organization
77 - Service Provider
VN - Contracts
XS - S Corporation



DISASTER RESPONSE INFORMATION

Bonding Levels

Construction Bonding Level, Per
Contract (dollars):

Construction Bonding Level,
Aggregate (dollars):

Service Bonding Level, Per Contract
(dollars):

Service Bonding Level, Aggregate
(dollars):

Geographic Areas Served
No geographic areas specified
 GOODS / SERVICES
North American Industry Classification System (NAICS)
621511 - Medical Laboratories

Standard Industrial Classification (SIC)
8071 - MEDICAL LABORATORIES

Product Service Codes (PSC)
Q301 - LABORATORY TEST - MEDICAL

Federal Supply Classification (FSC)

SMALL BUSINESS TYPES
SDB, 8A and HubZone certifications come from the Small Business Administration
and are not editable by CCR vendors.

Business Types Expiration Date

North American Industry Classification System (NAICS)

The small business size status is derived from the receipts, number of employees,
assets, barrels of oil, and/or megawatt hours entered by the vendor during the
registration process.

NAICS Description Small Emerging

Code Business Small
Business

621511 |Medical Laboratories Yes No

CCR POINTS OF CONTACT
Government Business Primary POC Government Business Alternate POC
Name: THOMAS KOSCO Name: PAUL DONNELLY




Address Line 9348 DE SOTO AVENUE
1:

Address Line
2:

City: CHATSWORTH
State: CA

Foreign
Province:

Zip/Postal 91311
Code:

Country: USA
U.S. Phone: 818-598-3110
Non-U.S.
Phone:
Fax: 818-882-0259

Past Performance Primary POC
Name:
Address Line
1:
Address Line
2:
City:
State:

Foreign
Province:

Zip/Postal
Code:

Country:
U.S. Phone:

Non-U.S.
Phone:

Fax:

Electronic Business Primary POC
Name: THOMAS KOSCO
Address Line 9348 DE SOTO
1:

Address Line
2:

City: CHATSWORTH
State: CA

Foreign
Province:

Zip/Postal 91311
Code:

Country: USA
U.S. Phone: 818-598-3110

Non-U.S.
Phone:

Fax: 818-882-0259

Address Line 9348 DE SOTO AVENUE
1:
Address Line
2:
City: CHATSWORTH
State: CA

Foreign
Province:

Zip/Postal 91311
Code:

Country: USA
U.S. Phone: 206-781-7045
Non-U.S.
Phone:
Fax: 206-781-8526

Past Performance Alternate POC
Name:
Address Line
1:
Address Line
2:
City:
State:

Foreign
Province:

Zip/Postal
Code:

Country:
U.S. Phone:

Non-U.S.
Phone:

Fax:

Electronic Business Alternate POC
Name: GREG CARROLL
Address Line 9348 DE SOTO AVENUE

1:
Address Line
2:
City: CHATSWORTH
State: CA

Foreign
Province:

Zip/Postal 91311
Code:

Country: USA
U.S. Phone: 818-598-3110 Ext.402

Non-U.S.
Phone:

Fax: 818-882-0259



ATTACHMENT C

CONTRACTOR ACKNOWLEDGEMENT AND CONFIDENTIALITY AGREEMENT



ATTACHMENT C

CONTRACTOR ACKNOWLEDGEMENT AND CONFIDENTIALITY AGREEMENT

(Note: This certification is to be executed and returned to County with Contractor's executed
Contract. Work cannot begin on the Contract until County receives this executed document.)

CONTRACTOR NAME /PAC/\C\C, loxicoroay | aRweawRiES

GENERAL INFORMATION:

The Contractor referenced above has entered into a contract with the County of Los
Angeles to provide certain services to the County. The County requires the Corporation
to sign this Contractor Acknowledgement, Confidentiality, and Copyright Assignment
Agreement.

CONTRACTOR ACKNOWLEDGEMENT:

Contractor understands and agrees that the Contractor employees, consultants,
Outsourced Vendors and independent contractors (Contractor's Staff) that will provide
services in the above referenced agreement are Contractor's sole responsibility.
Contractor understands and agrees that Contractor's Staff must rely exclusively upon
Contractor for payment of salary and any and all other benefits payable by virtue of
Contractor’s Staff's performance of work under the above-referenced contract.

Contractor understands and agrees that Contractor's Staff are not employees of the
County of Los Angeles for any purpose whatsoever and that Contractor's Staff do not
have and will not acquire any rights or benefits of any kind from the County of Los
Angeles by virtue of my performance of work under the above-referenced contract.
Contractor understands and agrees that Contractor's Staff will not acquire any rights or
benefits from the County of Los Angeles pursuant to any agreement between any person
or entity and the County of Los Angeles.

CONFIDENTIALITY AGREEMENT:

Contractor and Contractor's Staff may be involved with work pertaining to services
provided by the County of Los Angeles and, if so, Contractor and Contractor's Staff may
have access to confidential data and information pertaining to persons and/or entities
receiving services from the County. In addition, Contractor and Contractor's Staff may
also have access to proprietary information supplied by other vendors doing business
with the County of Los Angeles. The County has a legal obligation to protect all such
confidential data and information in its possession, especially data and information
concerning health, criminal, and welfare recipient records. Contractor and Contractor's
Staff understand that if they are involved in County work, the County must ensure that
Contractor and Contractor's Staff will protect the confidentiality of such data and
information. Consequently, Contractor must sign this Confidentiality Agreement as a
condition of work to be provided by Contractor's Staff for the County.
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Contractor and Contractor's Staff hereby agrees that they will not divulge to any
unauthorized person any data or information obtained while performing work pursuant to
the above-referenced contract between Contractor and the County of Los Angeles.
Contractor and Contractor’'s Staff agree to forward all requests for the release of any data
or information received to County’s Project Manager.

Contractor and Contractor's Staff agree to keep confidential all health, criminal, and
welfare recipient records and all data and information pertaining to persons and/or entities
receiving services from the County, design concepts, algorithms, programs, formats,
documentation, Contractor proprietary information and all other original materials
produced, created, or provided to Contractor and Contractor's Staff under the above-
referenced contract. Contractor and Contractor’s Staff agree to protect these confidential
materials against disclosure to other than Contractor or County employees who have a
need to know the information. Contractor and Contractor’s Staff agree that if proprietary
information supplied by other County vendors is provided to me during this employment,
Contractor and Contractor's Staff shall keep such information confidential.

Contractor and Contractor's Staff agree to report any and all violations of this agreement
by Contractor and Contractor’'s Staff and/or by any other person of whom Contractor and
Contractor’s Staff become aware.

Contractor and Contractor's Staff acknowledge that violation of this agreement may
subject Contractor and Contractor's Staff to civil and/or criminal action and that the
County of Los Angeles may seek all possible legal redress.

The County shall have the right to register all copyrights in the name of the County of Los
Angeles and shall have the right to assign, license, or otherwise transfer any and all of the
County's right, title, and interest, including, but not limited to, copyrights, in and to the
items described above.

Contractor and Contractor's Staff acknowledge that violation of this agreement may

subject them to civil and/or criminal action and that the County of Los Angeles may seek
all possible legal redress.

SIGNATURE: __ (Gyseaor < ousRO
7S

DATE: _|® / |8 /o8

PRINTED NAME: GQE% Qﬁ\ﬁauu.,

pogimion: Lot Cooams. Oesiesa,
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AUDITOR-CONTROLLER CONTRACT ACCOUNTING
AND ADMINISTRATION HANDBOOK

The following handbook is designed for inclusion in most contracts for services entered into
by County departments. The purpose of the handbook is to establish accounting, internal

control, financial reporting, and contract administration standards for organizations
(contractors) who contract with the County.
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AUDITOR-CONTROLLER

CONTRACT ACCOUNTING AND ADMINISTRATION HANDBOOK

The purpose of this Handbook is to establish required accounting, financial reporting, and internal control
standards for entities (contractor), which contract with the Los Angeles County.

The accounting, financial reporting and internal control standards described in this Handbook are fundamental.
These standards are not intended to be all-inclusive or replace acceptable existing procedures or preclude the
use of more sophisticated methods. Instead, this Handbook represents the minimum required procedures and
controls that must be incorporated into a CONTRACTOR's accounting and financial reporting systems. The
internal control standards described are those that apply to organizations with adequate staffing. Organizations
with a smaller staff must attempt to comply with the intent of the standards and implement internal control
systems appropriate to the size of their staff/organization. The CONTRACTOR's Subcontractors must also
follow these standards unless otherwise stated in the Contract.

A. ACCOUNTING AND FINANCIAL REPORTING

1.0

BASIS OF ACCOUNTING

Contractors may elect to use either the cash basis or accrual basis method of accounting for
recording financial transactions. Monthly invoices must be prepared on the same basis that is
used for recording financial transactions.

1.1

1.2

The County recommends the use of the accrual basis for recording financial
transactions.

Accrual Basis

Under the accrual basis, revenues are recorded in the accounting period in which they
are earned (rather than when cash is received). Expenditures are recorded in the
accounting period in which they are incurred (rather than when cash is disbursed).
Accruals

Accruals shall be recorded observing the following:

. Only accruals where cash will be disbursed within six months of the accrual
date should be recorded.

. Recorded accruals must be reversed in the subsequent accounting period.

If an agent elects to use the cash basis for recording financial transactions during the
year:

. Necessary adjustments must be made to record the accruals at the
beginning and the end of the contract.

. All computations, supporting records, and explanatory notes used in
converting from cash basis to the accrual basis must be retained.
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Prepaid Expenses

Prepaid expenses (e.g., insurance, service agreements, lease agreements, etc.) should
only be expensed during a given Agreement year to the extent goods and services are
received during that Agreement year.

ACCOUNTING SYSTEM

Each agent shall maintain a double entry accounting system (utilizing debits and credits)

with a General Journal, a Cash Receipts Journal, a General Ledger, and a Cash Disbursements
Journal. The County recommends that a Payroll Register also be maintained. Postings to the
General Ledger and Journals should be made on a monthly basis.

2.1

2.2

General Journal

A General Journal shall be maintained for recording adjusting entries, reversing entries,
closing entries, and other financial transactions not normally recorded in the Cash
Receipts Journal or Cash Disbursements Journal. Entries in the General Journal must
be adequately documented, and entered in chronological order with sufficient
explanatory notations.

Example: DR CR
Rent Expense 100
Rent Payable 100

To record accrued rent to March 31, 20XX

Cash Receipts Journal

A Cash Receipts Journal shall be maintained for recording all cash receipts (e.g.,
County warrants, contributions, interest income, etc.).

The Cash Receipts Journal shall contain (minimum requirements) the following column
headings:

e Date

¢ Receipt number

e Cash debit columns

¢ Income credit columns for the following accounts:

0 County payments (one per funding source)

o Contributions

o Other Income (Grants, sales of supplies/services, rental income, miscellaneous
revenue, fees, etc.)

Description (Entries in the description column must specify the source of cash
receipts.)
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Cash Disbursements Journal

A Cash Disbursements Journal shall be maintained for recording all cash
disbursements (e.g., rent, utilities, maintenance, etc.)

The Cash Disbursements Journal shall contain (minimum requirements) the following
column headings:

Date

Check number

Cash (credit) column
Expense account name
Description

Note (1) Separate expense columns are recommended for salary expense and other
recurring expense classifications for each program.

Note (2) Entries in the description column must specify the nature of the expense and
the corresponding expense classification if not included in the column heading.

Note (3) Checks should not be written to employees (other than payroll, mileage, travel,
and petty cash custodian checks.)

A Check Register may be substituted for the Cash Disbursements Journal, but this is
not recommended. If used, the Check Register must contain the same expense
classifications and description information required when a Cash Disbursements
Journal is used.

Disbursements without supporting documentation will be disallowed on audit.
Cancelled checks and credit card statements (VISA, AMEX, department store,
etc.) will not constitute acceptable support. (See Section A.3.2 and B.2.4) for
addition

General Ledger

A General Ledger shall be maintained with accounts for all assets, liabilities, fund
balances, expenditures, and revenues. Separate accounts must be maintained for
each County program's expenses and revenues.

Chart of Accounts

A Chart of Accounts shall be maintained:

e The County recommends that agents use the expense account titles on the
monthly invoice submitted to the County.

o |f the contractor uses account titles, which differ from the account titles on the
monthly invoice, each account title must clearly identify the nature of the
transaction(s) posted to the account.

e Contractor must consistently post transactions that are of a similar nature to the
same account. For example, all expenses for travel shall be posted to the account
titled "travel" or "travel expense" and not intermixed with other expense accounts.
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2.6 Payroll Register
The County recommends that a Payroll Register be maintained for recording all payroll
transactions. The Register should contain the following:
e Name
e Position
e Social Security Number
e Salary (hourly wage)
e Payment Record including:
= Accrual period
= Gross pay
= |temized payroll deductions
= Net pay amount
= Check Number
If a Payroll Register is not used, the information in (2.6) must be recorded in the cash
disbursement journal.
CONTRACTOR will ensure compliance with all applicable federal and State
requirements for withholding payroll taxes (FIT, FICA, FUTA, SIT, SIU, etc.), reporting,
filing (941, DE-7, W-2, W-4 and 1099s), and all applicable tax deposits.
Contractor will ensure compliance with Internal Revenue Service guidelines in properly
classifying employees and independent contractors.
2.7 Contractor Invoices
Each agent shall present an invoice to the County each calendar month to report the
financial activity of the month. In addition, if advanced funding is involved, an invoice
shall be presented at the beginning of the contract period. Invoices shall be prepared in
the manner prescribed by the County's contracting department.
RECORDS

Adequate care shall be exercised to safeguard the accounting records and supporting
documentation. Any destruction or theft of the CONTRACTOR's accounting records or
supporting documentation shall be immediately reported to the County.

3.1

3.2

Retention

All accounting records (e.g., journals, ledgers, etc.), financial records and supporting
documentation (e.g., invoices, receipts, checks, etc.) must be retained for a minimum of
five years after the termination of the CONTRACTOR's agreement.

Supporting Documentation

All revenues and expenditures shall be supported by original vouchers, invoices,
receipts, or other documentation and shall be maintained in the manner described
herein.

Invoices, receipts and canceled checks will be required to support an outlay of funds.
Unsupported disbursements will be disallowed on audit. CONTRACTOR will be
required to repay COUNTY for all disallowed costs. Photocopied invoices or receipts,
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any internally generated documents (i.e., vouchers, request for check forms,
requisitions, canceled checks, etc.), and account statements do not constitute
supporting documentation for purchases.

Supporting documentation is required for various types of expenditures as follows:

Payroll — time and attendance records signed by the employee and approved in writing

by the supervisor, time distribution records by program accounting for total work time
on a daily basis for all employees, records showing actual expenditures for Social
Security and unemployment insurance, State and federal quarterly tax returns, federal
W-2 forms, and federal W-4 forms.

Consultant Services — contracts, time and attendance records, billing rates, travel
vouchers detailing purpose, time and location of travel, purchase orders and invoices
for supplies and invoices or other supporting documentation detailing the nature of

services provided.

Travel — travel policies of the CONTRACTOR (written); travel expense vouchers
showing location, date and time of travel, purpose of trip, and rates claimed; vehicle
mileage logs showing dates, destination and headquarters, purpose of trip, and
mileage. Travel related to conferences should include conference literature detailing
purpose of the conference. Reimbursement rates for mileage shall not exceed
applicable federal guidelines.

Reimbursement for actual receipts or per diem rates for meal expenses shall not
exceed the maximum County's reimbursement rate for employees.

Receipts shall be required for lodging for approved out-of-town travel dates. Maximum
reimbursable lodging amount is the maximum COUNTY reimbursement rate for
employees for a single occupancy hotel accommodation.

Operating Expenses (e.g., utilities, office supplies, equipment rentals, etc.) — bona fide
contracts or lease agreements, if any, and invoices and receipts detailing the cost and
items purchased will constitute the primary supporting documentation. For internal
control purposes, the CONTRACTOR may maintain vouchers, purchase orders,
requisitions, stock received reports, bills of lading, etc.

Outside Meals - receipts and/or invoices for all meals, a record of the nature and
purpose of each meal, and identification of the participants.

Payments to Affiliated Organizations or Persons

CONTRACTOR shall not make payments to affiliated organizations or persons for
program expenses (e.g., salaries, services, rent, etc.) that exceed the lower of actual
cost or the reasonable cost for such expenses. A reasonable cost shall be the price
that would be paid by one party to another when the parties are dealing at arm's length
(fair market price).

Organizations or persons (related parties) related to the CONTRACTOR or its members
by blood, marriage, or through legal organization (corporation, partnership, association,
etc.) will be considered affiliated for purposes of this Agreement. County shall be solely
responsible for the determination of affiliation unless otherwise allowed and approved
by the State or federal agencies.
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Payments to affiliated organizations or persons will be disallowed on audit to the extent
the payments exceed the lower of actual costs or the reasonable costs for such items.

3.4 Filing

All relevant supporting documentation for reported program expenditures and revenues
shall be filed in a systematic and consistent manner. It is recommended that supporting
documents be filed as follows:

Checks — numerically

Invoices — vendor name and date
Vouchers — numerically
Receipts — chronologically

Timecards — pay period and alphabetically

3.5 Referencing

Accounting transactions posted to the CONTRACTOR's books shall be appropriately
cross-referenced to supporting documentation. It is recommended that expenditure
transactions on the CONTRACTOR's books be cross-referenced to the supporting
documentation as follows:

Invoices — vender name and date
Checks — number

Vouchers —-number

Revenue — receipt number

Supporting documentation for non-payroll expenditures (i.e., operating expenditures)
should be cross-referenced to the corresponding check issued for payment. If multiple
invoices are paid with one check, all related invoices should be bound together and
cross-referenced to the check issued for payment.

DONATIONS AND OTHER SOURCES OF REVENUE

Restricted donations and other sources of revenue earmarked specifically for the Contract must
be utilized on allowable contract expenditures.

AUDITS

The agent will make available for inspection and audit to County representatives, upon request,
during working hours, during the duration of the contract and for a period of five years
thereafter, all of its books and records relating to the operation by it of each project or business
activity which is funded in whole or part with governmental monies, whether or not such monies
are received through the County. All such books and records shall be maintained at a location
within Los Angeles County.

5.1 Single Audit Requirements

OMB Circular 133, "Audits of State, Local Governments and Non Profit Organizations"
requires that certain organizations receiving federal awards, including pass-through
awards, have annual audits. Details are contained in the respective Circular.

A copy of any Single Audit reports must be filed with the County within the timeframes
prescribed by the applicable Circular.
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SUBCONTRACTS

No CONTRACTOR shall subcontract services without the prior written consent of the County.

CONTRACTOR shall provide County with copies of all executed subcontracts and shall be
responsible for the performance of their Subcontractors.

INTERNAL CONTROLS

Internal controls safeguard the CONTRACTOR's assets from misappropriations, misstatements or
misuse. Each CONTRACTOR shall prepare necessary written procedures establishing internal controls
for its personnel. The CONTRACTOR shall instruct all of its personnel in these procedures and
continuously monitor operations to ensure compliance with them.

1.0

2.0

CASH RECEIPTS

1.1

1.2

1.3

1.4

Separate Fund or Cost Center

All contract revenues shall be maintained in a bank account. If revenues from other
sources are maintained in the same bank account, revenues for each source must be
clearly identifiable on the accounting records through the use of cost centers or
separate accounts.

Deposits
All checks shall be restrictively endorsed upon receipt.

Cash received shall be recorded on pre-numbered receipts. Checks shall be recorded
on a check remittance log at the time of receipt.

Cash receipts (i.e., cash and checks) totaling $500 or more shall be deposited within
one day of receipt. Collections of less than $500 may be held and secured and
deposited weekly or when the total reaches $500, whichever occurs first.

Duplicate deposit slips shall be retained and filed chronologically, and shall contain
sufficient reference information for comparison to the Cash Receipts Journal (and
individual receipts, if applicable).

Separation of Duties

An employee who does not handle cash shall record all cash receipts.

Bank Reconciliation

Bank statements should be received and reconciled by someone with no cash handling,
check writing, or bookkeeping functions.

Monthly bank reconciliation should be prepared within 30 days of the bank statement
date and reviewed by management for appropriateness and accuracy. The bank
reconciliation should be signed by both the preparer and the reviewer. Reconciling
items should be resolved timely.

DISBURSEMENTS

21

General
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All disbursements for expenditures, other than petty cash, shall be made by check.
Blank check stock shall be secured and accounted for to preclude unauthorized use.

Checks shall not be payable to "cash" or signed in advance. Checks written to
employees for reimbursement of out-of-pocket costs must be supported by receipts and
invoices.

A second signature shall be required on all checks, unless otherwise specified in
contract.

If the bookkeeper signs checks, a second signature shall be required on the checks,
regardless of limits specified in contract.

Voided checks shall be marked void with the signature block cut out. The voided
checks must be filed with the cancelled checks.

Unclaimed or undelivered checks shall be cancelled periodically.

All supporting documentation shall be referenced to check numbers and marked "paid"
or otherwise canceled to prevent reuse or duplicate payments.

Disbursements without adequate supporting documentation will be disallowed on audit.

Approvals and Separation of Duties

Employees responsible for approving cash disbursements and/or signing of checks
shall examine all supporting documentation at the time the checks are approved and
signed.

All disbursements, excluding petty cash purchases, shall be approved by persons
independent of check preparation and bookkeeping activities.

Petty Cash

A petty cash fund up to $500 may be maintained for payment of small incidental
expenses incurred by the CONTRACTOR (e.g., postage due, small purchases of office
supply items, etc.). The CONTRACTOR must obtain written approval from the County
to establish a petty cash fund greater than $500.

Petty cash disbursements must be supported by invoices, store receipts or other
external authenticating documents indicating the item purchased and the employee
making the purchase. In the event that outside (external) supporting documentation is
not obtainable for minor disbursements (under $10), such as parking meters, etc., then
documentation shall be considered as proper supporting documentation on a basis of
reasonableness. Petty cash disbursements should not be used as a substitute for
normal purchasing and disbursement practices i.e., payment by check).

The petty cash fund shall be maintained on an imprest basis. A check should be drawn
to set up the fund and to make periodic reimbursements. Receipts, vouchers, etc.,
supporting each fund replenishment must be bound together, filed chronologically and
cross referenced to the reimbursement check.
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Credit Cards

The use of credit cards, both CONTRACTOR issued credit cards and an employee's
personal credit cards used on behalf of the CONTRACTOR, should be limited to
purchases where normal purchasing and disbursement practices are not suitable.

Credit cards issued in the CONTRACTOR's name must be adequately protected and
usage monitored to ensure that only authorized and necessary items are purchased.

Credit card purchases should be pre-approved by CONTRACTOR management to
ensure that they are reasonable and necessary.

All credit card disbursements must be supported by original invoices, store receipts or
other external authenticating documents indicating the item purchased and the
employee making the purchase. Credit card statements are not sufficient support for
credit card purchases.

3.0 TIMEKEEPING

3.1

3.2

Timecards

Timecards or time reports must be prepared for each pay period. Timecards or time
reports must indicate total hours worked each day by program and total hours charged
to each of the CONTRACTOR's programs. Time estimates do not qualify as support for
payroll expenditures and will be disallowed on audit.

All timecards and time reports must be signed in ink by the employee and the
employee's supervisor to certify the accuracy of the reported time.

Personnel and Payroll Records

Adequate security must be maintained over personnel and payroll records with access
restricted to authorized individuals.

Personnel and payroll records should include (but not be limited to) the following:

Employee’s authorized salary rate

Employee information sheet

Resume and/or application

Proof of qualifications for the position, if required (e.g., notarized copy or original
diploma, license, etc.)

Performance evaluations

Criminal record clearance

Citizenship Status

Benefit balances (e.g., sick time, vacation, etc.)

Benefit Balances

Employee benefit balances (e.g., sick time, vacation, personal time, etc.) should be
maintained on at least a monthly basis. Benefit balances should be increased when
benefit hours are earned and decreased as hours are used.

Limitations on Positions and Salaries
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The CONTRACTOR shall pay no salaries higher than those authorized in the contract,
or the attachments thereto, except as proscribed by state or federal law.

If an employee serves in the same or dual capacities under more than one Agreement
or program, the employee may not charge more than 100% of their time to the contracts
or programs taken as a whole.

Salaried employees who work less than 40 hours per week shall be paid a salary that
corresponds with the employee’s work schedule.

The salary expense of salaried employees working on more than one Agreement or
program shall be allocated to each program based on the ratio of the number of hours
worked on each program during the pay period to the total number hours worked during
the pay period.

The CONTRACTOR will make no retroactive salary adjustment for any employee
without written approval from the County.

Separation of Duties

Payroll checks should be distributed by persons not involved in timekeeping, preparing
of payroll, or reconciling bank accounts.

All employee hires and terminations, or pay rate changes, shall be approved by
authorized persons independent of payroll functions.

All employee hires and terminations, or pay rate changes shall be approved in writing
by authorized persons independent of payroll functions.

FIXED ASSETS

A fixed asset is defined as an article of nonexpendable tangible personal property having a
useful life of more than two years. The County recommends all fixed assets with an acquisition
cost of $1,000 or more per unit be capitalized.

Acquisition cost means the net invoice unit price of an item, including the cost of
any modifications, attachments, accessories, or auxiliary apparatus necessary
to make it usable for the purpose for which it was acquired.

41 Acquisition

Fixed asset purchases shall be approved by the Agency’s Board of Directors or their
authorized representative.

4.2 Identification and Inventory

All fixed assets purchased with Contract funds are to be used solely for the benefit of
the Contract and should be appropriately tagged.

Each CONTRACTOR shall maintain a current listing of fixed assets, including the item
description, serial number, date of purchase, acquisition cost and sources of funding.

An inventory of all fixed assets should be conducted at least once each year to ensure
that all fixed assets are accounted for and maintained in proper working order.
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4.3 Security
Physical security should be adequately maintained over fixed assets to prevent misuse
and theft of County property.
44 Property Management
The CONTRACTOR shall assume responsibility and accountability for the maintenance
of all non-expandable property purchased, leased, or rented with Contract funds.
The CONTRACTOR shall report promptly, in writing, to the County all cases of theft,
loss, damage, or destruction of fixed assets. The report shall contain at a minimum,
item identification, recorded value, facts relating to loss, and a copy of the law
enforcement report.
CONTRACTOR shall dispose of or return to the County all fixed assets, in accordance
with their Contract.
5.0 BONDING
All officers, employees, and agents who handle cash or have access to the agent's funds shall
be bonded.
C. COST PRINCIPLES
1.0 POLICY

It is the intent of the COUNTY to provide funds for the purpose of CONTRACTOR providing
services required by the Agreement. CONTRACTOR shall use these funds on actual expenses
in an economical and efficient manner and ensure they are reasonable, proper and necessary
costs of providing services and are allowable in accordance with the applicable OMB Circular.

1.1.

1.2

1.3

Limitations on Expenditures of Program Funds

CONTRACTOR shall comply with the Agreement and the applicable OMB Circular.
The Circular defines direct and indirect costs, discusses allowable cost allocation
procedures and the development of Indirect Cost Rates, and specifically addresses the
allowability of a variety of different costs.

If a CONTRACTOR is unsure of the allowability of any particular type of cost or
individual cost, the CONTRACTOR should request advance written approval from the
County prior to incurring the cost.

Expenses Incurred Outside the Agreement Period

Expenses charged against program funds may not be incurred prior to the effective
date of the Agreement or subsequent to the Agreement termination date.

Budget Limitation

Expenses may not exceed the maximum limits shown on the contract budget.
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14 Unspent Funds

The County will determine the disposition of unspent program funds upon termination of
the contract.

1.5 Necessary, Proper and Reasonable

Only those expenditures that are necessary, proper and reasonable to carry out the
purposes and activities of the Program are allowable.

ALLOCATION OF COST POOLS

For CONTRACTORSs that provide services in addition to the services required under contract,
the CONTRACTOR shall allocate expenditures that benefit programs or funding sources on an
equitable basis.

In accordance with the applicable OMB Circular, agencies shall define their allocable costs as
either direct or indirect costs (as defined below) and allocate each cost using the basis most
appropriate and feasible.

The CONTRACTOR shall maintain documentation related to the allocation of expenses (e.g.,
timecards, time summaries, square footage measurements, number of employees, etc.).

Under no circumstances shall allocated costs be charged to an extent greater than 100% of
actual costs or the same cost be charged both directly and indirectly.

2.1 Direct Costs

Direct costs are those costs that can be identified specifically with a particular final cost
objective (i.e., a particular program, service, or other direct activity of an organization).
Examples of direct costs include salaries and benefits of employees working on the
program, supplies and other items purchased specifically for the program, costs related
to space used by employees working on the program, etc.

For all employees, other than general and administrative, the hours spent on each
program (activity) should be recorded on employees' timecards and the payroll expense
should be treated as direct charges and distributed on the basis of recorded hours
spent on each program.

Joint costs (i.e., costs that benefit more than one program or activity) which can be
distributed in reasonable proportion to the benefits received may also be direct costs.

Examples of bases for allocating joint costs as direct costs:

Number of direct hours spent on each program
Number of employees in each program
Square footage occupied by each program
Other equitable methods of allocation

2.2 Indirect Costs

Indirect costs are those costs that have been incurred for common or joint objectives
and cannot be readily identified with a particular final cost objective. Examples of
indirect costs include salaries, employee benefits, supplies, and other costs related to
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general administration of the organization, depreciation and use allowances, and the
salaries and expenses of executive officers, personnel administration, and accounting.

Examples of bases for allocating indirect costs:
e Total direct salaries and wages
e Total direct costs (excluding capital expenditures and other distorting items such as

Subcontractor payments)

Acceptable Indirect Cost Allocation Methods

OMB Circulars describe the following allowable methods for allocating indirect costs:

Simplified allocation method
Direct allocation method
Multiple allocation base method
Negotiated indirect cost rate

Simplified Allocation Method

This method can be used when an organization's major functions benefit from its
indirect costs to approximately the same degree. Using this method, all allocable costs
are considered indirect costs and an indirect cost rate is determined by dividing total
allowable indirect costs by an equitable distribution base.

Example

Agency-wide indirect costs $250,000
Less: Capital expenditures 10,000
Allocable indirect costs 240,000
Total agency-wide indirect salaries $1,000,000
Indirect cost rate ($240,000/$1,000,000) 24%
Program direct salaries $100,000
Program indirect costs (24% x $100,000) $24,000

Direct Allocation Method

This method can also be used when an organization's major functions benefit from its
indirect costs to approximately the same degree. Using this method, all costs except
general administration and general expenses are treated as direct costs. Joint costs for
depreciation, rental, facilities maintenance, telephone, and other similar expenses are
prorated individually to each direct activity on a basis appropriate for that type of cost.

The remaining costs, which consist exclusively of general administration and general
expenses are then allocated using the simplified allocation method previously
discussed.

Multiple Base Allocation Method

This method can be used when an organization's major functions benefit from its
indirect costs in varying degrees. Using this method, indirect costs are grouped to
permit allocation of each grouping on the basis of the benefits provided to the major
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functions. Each grouping is then allocated individually using the basis most appropriate
for the grouping being allocated.

2.4 Cost Allocation Plan

If the CONTRACTOR has a negotiated indirect cost rate approved by a federal agency,
it shall submit a copy of the approval letter when requested by COUNTY.

If the CONTRACTOR does not have a negotiated indirect cost rate, CONTRACTOR
shall submit an annual Agency-wide Cost Allocation Plan when requested by COUNTY.
The Cost Allocation Plan shall be prepared in accordance with COUNTY instructions
and the applicable OMB Circular and include the following information:

1. CONTRACTOR general accounting policies:

e Basis of accounting (cash or accrual)

e Fiscal year

e Method for allocating indirect costs (simplified, direct, multiple, negotiated
rate)

e Indirect cost rate allocation base

2. Identify the CONTRACTOR’s direct and indirect costs (by category) and describe
the cost allocation methodology for each category.

3. Signature of CONTRACTOR management certifying the accuracy of the plan.

Negotiated Indirect Cost Rates

Agencies have the option of negotiating an indirect cost rate or rates for use on all their Federal
programs. The CONTRACTOR must submit a cost allocation plan to the federal agency
providing the most funds to the organization. The approved indirect cost rate is then applied to
the total approved direct cost base.

If CONTRACTOR has a federally approved indirect cost rate, CONTRACTOR shall submit a
copy of the approval letter to COUNTY upon request.

UNALLOWABLE COSTS

OMB Circulars address the allowability of a variety of different costs. For all costs, there are certain
restrictions and limitations; however, the following costs are not allowable under any circumstances:

Bad debts

Contingency provisions

Contributions and donations

Fines and penalties

Fundraising activities

Interest expense (unless expressly allowed by Federal guidelines)
Losses on other awards

OVERPAYMENTS

If upon audit, or at any time during the Agreement year, it is determined that invoices submitted to the
COUNTY and used as a basis for payments to the CONTRACTOR were inaccurate, COUNTY shall
determine the total overpayment and require the CONTRACTOR to repay COUNTY. The COUNTY
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may withhold payments from CONTRACTOR's future payments for any amounts not returned to the
COUNTY or credited to the Contract unless otherwise prohibited by State or federal regulations.

MISCELLANEOUS REQUIREMENTS

1.0 INSURANCE
CONTRACTOR is responsible for securing and maintaining insurance coverage as required by
the Agreement. CONTRACTOR must notify COUNTY when insurance is revoked, reduced to a
level or coverage less than required, or otherwise made ineffective.
Insurance shall include an endorsement naming the COUNTY as an additional insured.

20 ACTIVITY
No funds, materials, property, or services contributed to the COUNTY or the CONTRACTOR

under this Agreement shall be used in the performance of any political activity, the election of
any candidate, or the defeat of any candidate for public office.



Department of the Treasury

m Internal Revenue Service

Motice 1015
(Rew., November 2002)

Have You Told Your Employees About the
Earmed Income Credit (EIC)T

What Is the EIC?

The EIC is a refundable tax credit for certain workers.

A change to note. Workers cannot claim the EIC if their
2002 investment income (such as interest and dividends)
is over $2,550.

Which Employees Must | Notify About
the EIC?

You must notify each employee who worked for you at
any time during the year and from whom you did not
withhold income tax. However, you do not have to notify
any employee who claimed exemption from withholding
on Form W-4, Employee’s Withholding Allowance
Certificate.

Note: You are encouraged to notify each employee
whose wages for 2002 are less than $34,178 that he or
she may be eligible for the EIC.

How and When Must | Notify My
Employees?

You must give the employee one of the following:

e The IRS Form W-2, Wage and Tax Statement, which
has the required information about the EIC on the back of
Copy B.

e A substitute Form W-2 with the same EIC information on
the back of the employee’s copy that is on Copy B of the
IRS Form W-2.

e Notice 797, Possible Federal Tax Refund Due to the
Earned Income Credit (EIC).

e Your written statement with the same wording as
Notice 797.

If you are required to give Form W-2 and do so on time,
no further notice is necessary if the Form W-2 has the
required information about the EIC on the back of the
employee’s copy. If a substitute Form W-2 is given on
time but does not have the required information, you must
notify the employee within 1 week of the date the
substitute Form W-2 is given. If Form W-2 is required but
is not given on time, you must give the employee Notice
797 or your written statement by the date Form W-2 is
required to be given. If Form W-2 is not required, you
must notify the employee by February 7, 2003.
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You must hand the notice directly to the employee or send
it by First-Class Mail to the employee’s last known address.
You will not meet the notification requirements by posting
Notice 797 on an employee bulletin board or sending it
through office mail. However, you may want to post the
notice to help inform all employees of the EIC. You can get
copies of the notice by calling 1-800-829-3676, or from the
IRS Web Site at www.irs.gov.

How Will My Employees Know If They Can
Claim the EIC?

The basic requirements are covered in Notice 797. For more
detailed information, the employee needs to see the 2002
instructions for Form 1040, 1040A, 1040EZ, or Pub. 596,
Earned Income Credit (EIC).

How Do My Employees Claim the EIC?

Notice 1015

(Rev. 11-2002)

Eligible employees claim the EIC on their 2002 tax return.
Even employees who have no tax withheld from their pay or
owe no tax can claim the EIC and get a refund, but they must
file a tax return to do so. For example, if an employee has no
tax withheld in 2002 and owes no tax but is eligible for a
credit of $791, he or she must file a 2002 tax return to get the
$791 refund.

How Do My Employees Get Advance EIC

Payments?

Eligible employees who expect to have a qualifying child for
2003 can get part of the credit with their pay during the year
by giving you a completed Form W-5, Earned Income Credit
Advance Payment Certificate. You must include advance
EIC payments with wages paid to these employees, but the
payments are not wages and are not subject to payroll taxes.
Generally, the payments are made from withheld income,
social security, and Medicare taxes. For details, see Pub. 15,
Employer’'s Tax Guide.

Motice 1015
Rew. 11-2002)

Cat. No. 205991

o
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COUNTY OF LOS ANGLES CONTRACTOR EMPLOYEE JURY SERVICE PROGRAM
APPLICATION FOR EXCEPTION AND CERTIFICATION FORM

The County’s solicitation for this contract/purchase order (Request for Proposal or Invitation for Bid) is subject to the County of Los
Angeles Contractor Employee Jury Service Program (Program) (Los Angeles County Code, Chapter 2.203). All Bidders or Proposers,
whether a contractor or subcontractor, must complete this form to either 1) request an exception from the Program requirements or 2)
certify compliance. Upon review of the submitted form, the County department will determine, in its sole discretion, whether the Bidder
or Proposer is excepted from the Program.

Company Name:  Fpaciee. Voxicoro@? L ARceaToRiES,

Company Address: q 3% N %o’ro —A\ve

City: QHQTS\DDRTIJ& State: CA Zip Code: q 131 (
Telephone Number: Cg I2H =48 - 3110

Solicitation For (Type of Goods or Services): URINE COUECT 0N 3 PRUG /A L.CO“:D L TesTING
Complete Part | or Part Il below, as appropriate.

Part | - Application for Exception From the Program

| request an exception from the Program for the following reason(s) (check the appropriate box(es) and attach documentation
that supports your claim):

O My business does not meet the definition of “contractor,” as defined in the Program,” because my business has not received
an aggregate sum of $50,000 or more in any 12-month period under one or more County contracts or subcontracts (this
exception is not available if the contract/purchase order itself will exceed $50,000 in any 12 month period). | understand that
the exception will be lost and | must comply with the Program if my revenues from the County exceed an aggregate sum of
$50,000 in any 12-month period.

O My business is a small business as defined in the Program. It 1) has 10 or fewer employees; and, 2) has annual gross
revenues in the preceding twelve months which, if added to the annual amount of this contract, are $500,000 or less; and, 3) is
not an affiliate or subsidiary of a business dominant in its field of operation, as defined below. | understand that the exemption
will be lost and | must comply with the Program if the number of employees in my business and my gross annual revenues
exceed the above limits.

“Dominant in its field of operation” means having more than 10 employees, including full-time and part-time employees,
and annual gross revenues in the preceding twelve months, which, if added to the annual amount of the contract awarded,
exceed $500,000.

“Affiliate or subsidiary of a business dominant in its field of operation” means a business which is at least 20 percent
owned by a business dominant in its field of operation, or by partners, officers, directors, majority stockholders, or their
equivalent, of a business dominant in that field of operation.

QO My business is subject to a Collective Bargaining Agreement (attach agreement) that expressly provides that it supersedes all
provisions of the Program.
OR
Part Il - Certification of Compliance

ji My business has and adheres to a written policy that provides, on an annual basis, no less than five days of regular pay for
actual jury service for full-time employees of the business who are also California residents, or my company will have and
adhere to such a policy prior to award of the contract.

I declare under penalty of perjury under the laws of the State of California that the information stated above is true and
correct.

Print Name: G,\QEG,\ QI%R% Title: C)FO
| (o

Signature: Q Q 00 Date: \\/l% /o%
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“Contractor Employee Jury Service”

Los Angeles County Code Sections 2.203.010 through 2.203.090

2.203.010 Findings.

The board of supervisors makes the following findings. The county of Los Angeles allows its permanent, full-time
employees unlimited jury service at their regular pay. Unfortunately, many businesses do not offer or are reducing
or even eliminating compensation to employees who serve on juries. This creates a potential financial hardship for
employees who do not receive their pay when called to jury service, and those employees often seek to be excused
from having to serve. Although changes in the court rules make it more difficult to excuse a potential juror on
grounds of financial hardship, potential jurors continue to be excused on this basis, especially from longer trials.
This reduces the number of potential jurors and increases the burden on those employers, such as the County of
Los Angeles, who pay their permanent, full-time employees while on juror duty. For these reasons, the County of
Los Angeles has determined that it is appropriate to require that the businesses with which the county contracts
possess reasonable jury service policies. (Ord. 2002-0015 § 1 (part), 2002).

2.203.020 Definitions.
The following definitions shall be applicable to this chapter:

A. “Contractor” means a person, partnership, corporation or other entity which has a contract with the county or a
subcontract with a county contractor and has received or will receive an aggregate sum of $50,000 or more in
any 12-month period under one or more such contracts or subcontracts.

B. “Employee” means any California resident who is a full-time employee of a contractor under the laws of
California.

C. “Contract” means any agreement to provide goods to, or perform services for or on behalf of, the county.

D. “Full time” means 40 hours or more worked per week, or a lesser number of hours if the lesser number is a
recognized industry standard as determined by the chief administrative officer.

E. “County” means the County of Los Angeles or any public entities for which the board of supervisors is the
governing body. (Ord. 2002-0015 § 1 (part), 2002).

2.203.030 Applicability.

This chapter shall apply to contractors who enter into contracts that commence two or more months after the
effective date of this chapter. This chapter shall also apply to contractors with existing contracts, which are
extended into option years that commence two or more months after the effective date of this chapter. (Ord. 2002-
0015 § 1 (part), 2002)

2.203.040 Contract contractor deduct from the employees’ regular pay the fees received for jury service. (Ord.
2002-0015 § 1 (part), 2002).

2.203.050 Other Provisions.

A. Administration. The chief administrative officer shall be responsible for the administration of this chapter. The
chief administrative officer may, with the advice of county counsel, issue interpretations of the provisions of this
chapter and shall issue written instructions on the implementation and ongoing administration of this chapter.
Such instructions may provide for the delegation of functions to other county departments.

B. Compliance Certification. At the time of seeking a contract, a contractor shall certify to the county that it has
and adheres to a policy consistent with this chapter or will have and adhere to such a policy prior to award of
the contract. (Ord. 2002-0015 § 1 (part), 2002)
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2.203.060 Enforcement and Remedies.

For a contractor’s violation of any provision of this chapter, the county department head responsible for
administering the contract may do one or more of the following: or Jury Service Policy.

A contractor shall have and adhere to a written policy that provides that its employees shall receive from the
contractor, on an annual basis, no less than five days of regular pay for actual jury service. The policy may provide
that employees deposit any fees received for such jury service with the contractor or that the

1. Recommend to the board of supervisors the termination of the contract; and/or,

2. Pursuant to chapter 2.202, seek the debarment of the contractor. (Ord. 2002-0015 § 1 (part), 2002)

2.203.070. Exceptions.

A. Other Laws. This chapter shall not be interpreted or applied to any contractor or to any employee in a manner

inconsistent with the laws of the United States or California.

B. Collective Bargaining Agreements. This chapter shall be superseded by a collective bargaining agreement that
expressly so provides.

C. Small Business. This chapter shall not be applied to any contractor that meets all of the following:
1. Has ten or fewer employees during the contract period; and,

2. Has annual gross revenues in the preceding twelve months which, if added to the annual amount of the
contract awarded, are less than $500,000; and,

3. s not an affiliate or subsidiary of a business dominant in its field of operation.

“Dominant in its field of operation” means having more than ten employees and annual gross revenues in the
preceding twelve months which, if added to the annual amount of the contract awarded, exceed $500,000.

“Affiliate or subsidiary of a business dominant in its field of operation” means a business which is at least 20
percent owned by a business dominant in its field of operation, or by partners, officers, directors, majority
stockholders, or their equivalent, of a business dominant in that field of operation. (Ord. 2002-0015 § 1 (part), 2002)
2.203.090. Severability.

If any provision of this chapter is found invalid by a court of competent jurisdiction, the remaining provisions shall
remain in full force and effect. (Ord. 2002-0015 § 1 (part), 2002).
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Ley de Entrega de Bebes

Sin Peligro

Los recién nacidos pueden ser entregados en forma segura al personal
de cualquier hospital o cuartel de bomberos del Condado de Los Angeles
Sin pena. Sin culpa. Sin nombres.

En el Condado de Los Angeles: 1-877-BABY SAFE » 1-877-222-9723 “
www.babysafela.org S
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ATTACHMENTH
CONTRACTOR’S ADMINISTRATION

Date: \\/(Q [/oR

CONTRACTOR’S NAME: @MAF\CF—I/(—;K_\C_'OL-OSQ Lﬂ@oﬂﬁ"\bﬁles

CONTRACTOR’S PROGRAM DIRECTOR:

Provide the name of representative authorized to act as Program Director on behalf of the
CONTRACTOR, who shall be responsible for: 1) CONTRACTOR'S day-to-day activities as
related to this Contract: 2) coordinating with the COUNTY Program Manager on a regular basis;
and 3) receiving all communication regarding this Contract.

Name: Grec; Ciagreur

Title: C.EO

Address: MR T S A,
Cnarswemmt . CA QI3

Telephone: BR- SAB-IUD  x4o

Facsimile: BB - BBRA-—025]

E-Mail Address: GCARROLL(D TACTOXK.COM

ALERNATE TO PROGRAM DIRECTOR:
Provide the name of the representative(s) authorized to act as an alternate to the
CONTRACTOR'’s Program Director named above:

Name: Cderl Eieres

Title: Drecvor. o Cuent Servites

Address: 9348 e Sorae Ave
Cratsweenl, CA  q 30

Telephone: (B8 S98 —310 <422

Facsimile: (IR sqe - 84%

E-Mail Address: cLleaces @ pacYox.com

Name: Neee ) avze,aca

Title: Bees\ penT

Address: GRYR T Sere Age.
Csterswemny, CA Q131

Telephone: RIS 398 -=11D

Facsimile: (RIE PR - o5

E-Mail Address: ;)qnzb\m{-\m@_‘D&C{bk. Com

Notices to Contractor shall be sent to the following address:

Address: A2V Pe Sove. Avepsos
Crerewoeml, CA__ (31
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COUNTY’S ADMINISTRATION
CONTRACT NO. oD
COUNTY PROGRAM MANAGER:
Name: Laura Mckee
Title: Children’s Services Administrator |
Address: 425 Shatto Place, Room 500
Los Angeles, CA 90020
Telephone: (213) 739-6469
Facsimile: (213) 381-8125
E-Mail Address:  dynabl@dcfs.lacounty.gov
DESIGNATED ALTERNATE:
Name: Donna Fernandez
Title: Children’s Services Administrator Iil
Address: 425 Shatto Place, Room 500
Los Angeles, CA 90020
Telephone: (213) 351-5729
Facsimile: (213) 381-8125
E-Mail Address:  fernadc@dcfs.lacounty.gov
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ATTACHMENT K

AGREEMENT
CONTRACTOR’S OBLIGATIONS UNDER HIPAA

Under this Agreement, Contractor provides services to County and Contractor receives, has access to,
and/or creates Protected Health Information, as defined below, in order to provide those services.
County is subject to the Administrative Simplification requirements of the federal Health Insurance
Portability and Accountability Act of 1996 (HIPAA) and regulations promulgated under HIPAA, including
the “Standards for Privacy of Individually Identifiable Health Information” which are located in Title 45 of
the Code of Federal Regulations, Parts 160 and 164 (“Privacy Regulations”). The Privacy Regulations
mandate certain protections for the privacy and security of Protected Health Information. The Privacy
Regulations also require County to enter into an agreement with Contractor in order to obtain
satisfactory assurance from Contractor that Contractor will appropriately safeguard the Protected Health
Information. Disclosure to or use of Protected Health Information by Contractor is prohibited if such an
agreement is not in place. Therefore, the parties agree to the terms of this Attachment K.

1.0 DEFINITIONS

1.1 “Disclose” and “Disclosure” mean, with respect to Protected Health Information, the
release, transfer, provision of access to, or divulging in any other manner of Protected
Health Information outside Contractor's internal operations, or to other than its
employees.

1.2 “Individual” means the person who is the subject of Protected Health Information, and
shall include a person who qualifies as a personal representative in accordance with 45
C.F.R. 8 164.502(g).

1.3 “Protected Health Information” has the same meaning as the term “protected health
information” in 45 C.F.R. § 164.501, limited to the information created or received by
Contractor from or on behalf of County. Protected Health Information includes
information that (i) relates to the past, present or future physical or mental health or
condition of an Individual, the provision of health care to an Individual, or the past,
present or future payment for the provision of health care to an Individual; (ii) identifies
the Individual (or for which there is a reasonable basis for believing that the information
can be used to identify the Individual); and (iii) is received by Contractor from or on
behalf of County, or is created by Contractor, or is made accessible to Contractor by
County.

14 “Required By Law” means a mandate contained in law that compels an entity to make a
Use or Disclosure of Protected Health Information and that is enforceable in a court of
law. Required by law includes, but is not limited to, court orders and court-ordered
warrants; subpoenas or summons issued by a court, grand jury, a governmental or tribal
inspector general, or any administrative body authorized to require the production of
information; a civil or an authorized investigative demand; Medicare conditions of
participation with respect to health care providers participating in the program; and
statutes or regulations that require the production of information, including statutes or
regulations that require such information if payment is sought under a government
program providing benefits.




2.0

15 “Services” has the same meaning as in this Agreement.

1.6 “Use” or “Uses” mean, with respect to Protected Health Information, the sharing,
employment, application, utilization, examination or analysis of such Information within
Contractor’s internal operations.

1.7 Terms used, but not otherwise defined, in this Agreement shall have the same meaning
as those terms in the Privacy Regulations.

OBLIGATIONS OF CONTRACTOR

2.1 Permitted Uses and Disclosures of Protected Health Information. Contractor:

(@) shall Use and Disclose Protected Health Information as necessary to perform the
Services, and as provided in Sub-sections 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 4.3 and 5.2 of this
Attachment K;

(b) shall Disclose Protected Health Information to County upon request;

(© may, as necessary for the proper management and administration of its business or to
carry out its legal responsibilities:

0] Use Protected Health Information; and
(i) Disclose Protected Health Information if the Disclosure is Required by Law.
Contractor shall not Use or Disclose Protected Health Information for any other purpose.

2.2 Adequate Safequards for Protected Health Information. Contractor warrants that it shall
implement and maintain appropriate safeguards to prevent the Use or Disclosure of
Protected Health Information in any manner other than as permitted by this Agreement.
Contractor agrees to limit the Use and Disclosure of Protected Health Information to the
minimum necessary in accordance with the Privacy Regulation’s minimum necessary
standard.

2.3 Reporting Non-Permitted Use or Disclosure. Contractor shall report to County each Use
or Disclosure that is made by Contractor, its employees, representatives, agents or
subcontractors, but is not specifically permitted by this Agreement. The initial report shall
be made by telephone call to the appropriate Department, within forty-eight (48) hours
from the time the Contractor first becomes aware of the non-permitted Use or Disclosure,
as follows:

Chief Information Office Privacy Officer
213-974-2166

The initial telephone report shall be followed by a full written report no later than ten (10)
business days from the date the Contractor becomes aware of the non-permitted Use or
Disclosure, and shall be sent to County’s Chief Information Privacy Officer at:

Chief Information Privacy Officer
Kenneth Hahn Hall of Administration



2.4

2.5.

2.6

2.7

2.8

500 West Temple Street
Suite 493
Los Angeles, CA 90012

Mitigation of Harmful Effect. Contractor agrees to mitigate, to the extent practicable, any
harmful effect that is known to Contractor of a Use or Disclosure of Protected Health
Information by Contractor in violation of the requirements of this Agreement.

Availability of Internal Practices, Books and Records to Government Agencies.
Contractor agrees to make its internal practices, books and records relating to the Use
and Disclosure of Protected Health Information available to the Secretary of the federal
Department of Health and Human Services for purposes of determining County’s
compliance with the Privacy Regulations. Contractor shall immediately notify County of
any requests made by the Secretary and provide County with copies of any documents
produced in response to such request.

Access to Protected Health Information. Contractor shall, to the extent County
determines that any Protected Health Information constitutes a “designated record set”
as defined by 45 C.F.R. 8§ 164.501, make the Protected Health Information specified by
County available to the Individual(s) identified by County as being entitled to access and
copy that Protected Health Information. Contractor shall provide such access for
inspection of that Protected Health Information within two (2) business days after receipt
of request from County. Contractor shall provide copies of that Protected Health
Information within five (5) business days after receipt of request from County.

Amendment of Protected Health Information. Contractor shall, to the extent County
determines that any Protected Health Information constitutes a “designated record set”
as defined by 45 C.F.R. § 164.501, make any amendments to Protected Health
Information that are requested by County. Contractor shall make such amendment
within ten (10) business days after receipt of request from County in order for County to
meet the requirements under 45 C.F.R. § 164.526.

Accounting of Disclosures. Upon County’s request, Contractor shall provide to County
an accounting of each Disclosure of Protected Health Information made by Contractor
or its employees, agents, representatives or subcontractors. However, Contractor is not
required to provide an accounting of Disclosures that are necessary to perform the
Services if such Disclosures are for either payment or health care operations purposes,
or both.

Any accounting provided by Contractor under this Sub-section 2.8 shall include: (a) the
date of the Disclosure; (b) the name, and address if known, of the entity or person who
received the Protected Health Information; (c) a brief description of the Protected Health
Information disclosed; and (d) a brief statement of the purpose of the Disclosure. For
each Disclosure that could require an accounting under this Sub-section 2.8, Contractor
shall document the information specified in (a) through (d), above, and shall securely
maintain the information for six (6) years from the date of the Disclosure. Contractor
shall provide to County, within ten (10) business days after receipt of request from
County, information collected in accordance with this Sub-section 2.8 to permit County to
respond to a request by an Individual for an accounting of disclosures of Protected
Health Information in accordance with 45 C.F.R. § 164.528.
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OBLIGATION OF COUNTY

Obligation of County. County shall notify Contractor of any current or future restrictions
or limitations on the use of Protected Health Information that would affect Contractor’s
performance of the Services, and Contractor shall thereafter restrict or limit its own uses
and disclosures accordingly.

TERM AND TERMINATION

Term. Contractor’s obligations under Sub-sections 2.1 (as modified by Sub-section 4.2), 2.3,
2.4,25,26,2.7, 2.8, 4.3 and 5.2 shall survive the termination or expiration of this Agreement.

Termination for Cause. In addition to and notwithstanding the termination provisions set forth in
this Agreement, upon County’s knowledge of a material breach by Contractor, County shall
either:

(a) Provide an opportunity for Contractor to cure the breach or end the violation, and terminate
this Agreement if Contractor does not cure the breach or end the violation within the time
specified by County; or

(b) Immediately terminate this Agreement if Contractor has breached a material term of this
Agreement and cure is not possible; or

(c) If neither termination or cure are feasible, County shall report the violation to the Secretary of
the federal Department of Health and Human Services.

Disposition of Protected Health Information Upon Termination or Expiration

(a) Except as provided in paragraph (b) of this section, upon termination for any reason or
expiration of this Agreement, Contractor shall return or destroy all Protected Health
Information received from County, or created or received by Contractor on behalf of County.
This provision shall apply to Protected Health Information that is in the possession of
subcontractors or agents of Contractor. Contractor shall retain no copies of the Protected
Health Information.

(b) In the event that Contractor determines that returning or destroying the Protected Health
Information is infeasible, Contractor shall provide to County notification of the conditions that
make it infeasible. If return or destruction is infeasible, Contractor shall extend the
protections of this Agreement to such Protected Health Information and limit further Uses
and Disclosures of such Protected Health Information to those purposes that make the return
or destruction infeasible, for so long as Contractor maintains such Protected Health
Information.

MISCELLANEOUS
No Third Party Beneficiaries. Nothing in this Agreement shall confer upon any person other than

the parties and their respective successors or assigns, any rights, remedies, obligations, or
liabilities whatsoever.

Use of Subcontractors and Agents. Contractor shall require each of its agents and
subcontractors receiving Protected Health Information from Contractor, or creating Protected




Health Information for Contractor, on behalf of County, to execute a written agreement obligating
the agent or subcontractor to comply with all the terms of this Attachment K.

5.3 Relationship to Agreement Provisions. In the event that a provision of this Attachment K is
contrary to any other provision of this Agreement, the provision of this Attachment K shall
control.

5.4 Requlatory References. A reference in this Agreement to a section in the Privacy Regulations
means the section as in effect or as amended.

5.5 Interpretation. Any ambiguity in this Agreement shall be resolved in favor of a meaning that
permits County to comply with the Privacy Regulations.

5.6 Amendment. The parties agree to take such action as is necessary to amend this Agreement
from time to time as is necessary for County to comply with the requirements of the Privacy



ATTACHMENT L

DEPARTMENT OF HEALTH AND HUMAN SERVICES
MANDATORY GUIDELINES FOR FEDERAL WORKPLACE DRUG TESTING PROGRAMS

Subpart B - Scientific and Technical Requirements

2.1 The Drugs.

2.2 Specimen Collection Procedures.

2.3 Laboratory Personnel.

2.4 Laboratory Analysis Procedures.

2.5 Quality Assurance and Quality Control.

2.6 Reporting and Review of Results.

2.7 Protection of Employee Records.

2.8 Individual Access to Test and Laboratory Certification Results.

Subpart B - Scientific and Technical Requirements

Section 2.1 The Drugs.

(&) The President's Executive Order 12564 defines "illegal drugs” as those included in
Schedule 1 or 1l of the Controlled Substances Act (CSA), but not when used pursuant to a valid
prescription or when used as otherwise authorized by law. Hundreds of drugs are covered
under Schedule | and Il and while it is not feasible to test routinely for all of them, Federal drug
testing programs shall test for drugs as follows:

(1) Federal agency applicant and random drug testing programs shall at a minimum test for
marijuana and cocaine;

(2) Federal agency applicant and random drug testing programs are also authorized to test for
opiates, amphetamines, and phencyclidine; and

(3) When conducting reasonable suspicion, accident, or unsafe practice testing, a Federal
agency may test for any drug listed in Schedule | or 1l of the CSA.

(b) Any agency covered by these guidelines shall petition the Secretary in writing for approval
to include in its testing protocols any drugs (or classes of drugs) not listed for Federal agency
testing in paragraph (a) of this section. Such approval shall be limited to the use of the
appropriate science and technology and shall not otherwise limit agency discretion to test for
any drugs covered under Schedule I or Il of the CSA.



(c) Urine specimens collected pursuant to Executive Order 12564, Pub. L. 100-71, and these
Guidelines shall be used only to test for those drugs included in agency drug-free workplace
plans and may not be used to conduct any other analysis or test unless otherwise authorized
by law except if additional testing is required to determine the validity of the specimen. Urine
that tests negative by initial or confirmatory testing may, however, be pooled for use in the
laboratory's internal quality control program.

(d) These Guidelines are not intended to limit any agency which is specifically authorized by
law to include additional categories of drugs in the drug testing of its own employees or
employees in its regulated industries.

Section 2.2 Specimen Collection Procedures.

(a) Designation of Collection Site. Each agency drug testing program shall have one or more
designated collection sites which have all necessary personnel, materials, equipment, facilities,
and supervision to provide for the collection, security, temporary storage, and shipping or
transportation of urine specimens to a certified drug testing laboratory.

(b) Security. Procedures shall provide for the designated collection site to be secure. If a
collection site facility is dedicated solely to urine collection, it shall be secure at all times. If a
facility cannot be dedicated solely to drug testing, the portion of the facility used for testing shall
be secured during drug testing.

(c) Chain of Custody. Chain of custody standardized forms shall be properly executed by
authorized collection site personnel upon receipt of specimens. Handling and transportation of
urine specimens from one authorized individual or place to another shall always be
accomplished through chain of custody procedures. Every effort shall be made to minimize the
number of persons handling specimens.

(d) Access to Authorized Personnel Only. No unauthorized personnel shall be permitted in any
part of the designated collection site when urine specimens are collected or stored.

(e) Privacy. Procedures for collecting urine specimens shall allow individual privacy unless
there is reason to believe that a particular donor may alter or substitute the specimen to be
provided.

() Integrity and Identity of Specimen. Agencies shall take precautions to ensure that a urine
specimen not be adulterated or diluted during the collection procedure and that information on
the urine bottle and on the specimen chain of custody form can identify the donor from whom
the specimen was collected. The following minimum precautions shall be taken to ensure that
unadulterated specimens are obtained and correctly identified:

(1) To deter the dilution of specimens at the collection site, toilet bluing agents shall be placed
in toilet tanks wherever possible, so the reservoir of water in the toilet bowl always remains



blue. There shall be no other source of water (e.g., no shower or sink) in the enclosure where
urination occurs.

(2) When a donor arrives at the collection site, the collection site person shall request the donor
to present photo identification. If the donor does not have proper photo identification, the
collection site person shall contact the supervisor of the donor, the coordinator of the drug
testing program, or any other agency official who can positively identify the donor. If the donor's
identity cannot be established, the collection site person shall not proceed with the collection.

(3) If the donor fails to arrive at the assigned time, the collection site person shall contact the
appropriate authority to obtain guidance on the action to be taken.

(4) The collection site person shall ask the donor to remove any unnecessary outer garments
such as a coat or jacket that might conceal items or substances that could be used to tamper
with or adulterate the donor's urine specimen. The collection site person shall ensure that all
personal belongings such as a purse or briefcase remain with the outer garments. The donor
may retain his or her wallet.

(5) The donor shall be instructed to wash and dry his or her hands prior to urination.

(6) After washing hands, the donor shall remain in the presence of the collection site person
and shall not have access to any water fountain, faucet, soap dispenser, cleaning agent, or any
other materials which could be used to adulterate the specimen.

(7) The collection site person shall give the donor a clean specimen bottle or specimen
container. The donor may provide his/her specimen in the privacy of a stall or otherwise
partitioned area that allows for individual privacy.

(8) The collection site person shall note any unusual behavior or appearance on the specimen
chain of custody form.

(9) In the exceptional event that an agency-designated collection site is not accessible and
there is an immediate requirement for specimen collection (e.g., an accident investigation), a
public rest room may be used according to the following procedures: A person of the same
gender as the donor shall accompany the donor into the public rest room which shall be made
secure during the collection procedure. If possible, a toilet bluing agent shall be placed in the
bowl and any accessible toilet tank. The collection site person shall remain in the rest room, but
outside the stall, until the specimen is collected. If no bluing agent is available to deter
specimen dilution, the collection site person shall instruct the donor not to flush the toilet until
the specimen is delivered to the collection site person. After the collection site person has
possession of the specimen, the donor will be instructed to flush the toilet and to participate
with the collection site person in completing the chain of custody procedures.

(10) Upon receiving the specimen from the donor, the collection site person shall determine the
volume of urine in the specimen bottle/container.



() If the volume is greater than 30 milliliters (mL), the collection site person will proceed with
step (11) below.

(i) If the volume is less than 30 mL and the temperature is within the acceptable range
specified in step (13) below, the specimen is discarded and a second specimen shall be
collected. The donor may be given a reasonable amount of liquid to drink for this purpose (e.qg.,
an 8 oz glass of water every 30 min, but not to exceed a maximum of 24 0z). If the donor fails
for any reason to provide 30 mL of urine for the second specimen collected, the collection site
person shall contact the appropriate authority to obtain guidance on the action to be taken.

(i) If the volume is less than 30 mL and the temperature is outside the acceptable range
specified in step (13) below, a second specimen shall be collected using the procedure
specified in step (13) below.

(11) After the specimen has been provided and submitted to the collection site person, the
donor shall be allowed to wash his or her hands.

(12) Immediately after the specimen is collected, the collection site person shall measure only
the temperature of the specimen. The temperature measuring device used must accurately
reflect the temperature of the specimen and not contaminate the specimen. The time from
urination to temperature measurement is critical and in no case shall exceed 4 minutes.

(13) If the temperature of the specimen is outside the range of 32 -38 C/90 -100 F, that is a
reason to believe that the donor may have altered or substituted the specimen, and another
specimen shall be collected under direct observation of a person of the same gender and both
specimens shall be forwarded to the laboratory for testing. The agency shall select the
observer if there is no collection site person of the same gender available. A donor may
volunteer to have his or her oral temperature taken to provide evidence to counter the reason
to believe the donor may have altered or substituted the specimen caused by the specimen's
temperature falling outside the prescribed range.

(14) Immediately after the specimen is collected, the collection site person shall also inspect
the specimen to determine its color and look for any signs of contaminants. Any unusual
findings shall be noted on the specimen chain of custody form.

(15) All specimens suspected of being adulterated or diluted shall be forwarded to the
laboratory for testing.

(16) When there is any reason to believe that a donor may have altered or substituted the
specimen to be provided, another specimen shall be obtained as soon as possible under the
direct observation of a person of the same gender and both specimens shall be forwarded to
the laboratory for testing. The agency shall select the observer if there is no collection site
person of the same gender available.

(17) Both the donor and the collection site person shall keep the specimen bottle/container in
view at all times prior to its being sealed and labeled. If the specimen is transferred from a
specimen container to a specimen bottle, the collection site person shall request the donor to



observe the transfer of the specimen and the placement of the tamper-evident seal/tape on the
bottle. The tamper-evident seal may be in the form of evidence tape, a self- sealing bottle cap
with both a tamper-evident seal and unique coding, cap and bottle systems that can only be
sealed one time, or any other system that ensures any tampering with the specimen will be
evident to laboratory personnel during the accessioning process.

(18) The collection site person and the donor shall be present at the same time during
procedures outlined in paragraphs (f)(19)-(f)(22) of this section.

(19) The collection site person shall place securely on the specimen bottle an identification
label which contains the date, the donor's specimen number, and any other identifying
information provided or required by the agency.

(20) The donor shall initial the identification label on the specimen bottle for the purpose of
certifying that it is the specimen collected from him or her.

(21) The collection site person shall enter on the specimen chain of custody form all information
identifying the specimen.

(22) The donor shall be asked to read and sign a statement on the specimen chain of custody
form certifying that the specimen identified as having been collected from him or her is in fact
that specimen he or she provided.

(23) Based on a reason to believe that the donor may alter or substitute the specimen to be
provided, a higher level supervisor shall review and concur in advance with any decision by a
collection site person to obtain a specimen under direct observation. The person directly
observing the specimen collection shall be of the same gender. The agency shall select the
observer if there is no collection site person of the same gender available.

(24) The collection site person shall complete the specimen chain of custody form.

(25) The urine specimen and specimen chain of custody form are now ready for shipment. If
the specimen is not immediately prepared for shipment, it shall be appropriately safeguarded
during temporary storage.

(26) While any part of the above chain of custody procedures is being performed, it is essential
that the urine specimen and custody documents be under the control of the involved collection
site person. If the involved collection site person leaves his or her workstation momentarily, the
urine specimen and specimen chain of custody form shall be taken with him or her or shall be
secured. After the collection site person returns to the workstation, the custody process will
continue. If the collection site person is leaving for an extended period of time, the specimen
shall be packaged for mailing before he or she leaves the site.

(g) Collection Control. To the maximum extent possible, collection site personnel shall keep the
donor's specimen bottle within sight both before and after the donor has urinated. After the
specimen is collected, it shall be properly sealed and labeled. A specimen chain of custody
form shall be used for maintaining control and accountability of each specimen. The date and



purpose shall be documented on a specimen chain of custody form each time a specimen is
handled or transferred and every individual in the chain shall be identified. Every effort shall be
made to minimize the number of persons handling specimens.

(h) Split Specimens. An agency may, but is not required to, use a split specimen method of
collection. If the urine specimen is split into two specimen bottles (hereinafter referred to as
Bottle A and Bottle B) the following procedure shall be used:

(1) The donor shall urinate into either a specimen bottle or specimen container. The collection
site person, in the presence of the donor, after determining specimen temperature, pours the
urine into two specimen bottles that are labeled Bottle A and Bottle B or, if Bottle A was used to
collect the specimen, pours an appropriate amount into Bottle B. A minimum of 45 mL of urine
is required when using a split specimen procedure, i.e., 30 mL for Bottle A and 15 mL for Bottle
B.

(2) The Bottle A specimen, containing a minimum of 30 mL of urine, is to be used for the drug
test. If there is no additional urine available for the second specimen bottle (Bottle B), the first
specimen bottle (Bottle A) shall nevertheless be processed for testing.

(3) A minimum of 15 mL of urine shall be poured into the second specimen bottle (Bottle B).

(4) All requirements of this part shall be followed with respect to Bottle A and Bottle B, including
the requirements that a copy of the chain of custody form accompany each bottle processed
under split sample procedures.

(5) The collection site shall send the split specimens (Bottle A and Bottle B) at the same time to
the laboratory that will be testing the Bottle A specimen.

(6) If the test of the first specimen bottle (Bottle A) is verified positive by the MRO, the MRO
shall report the result to the agency. Only the donor may request through the MRO that the
second specimen bottle (Bottle B) be tested in an HHS-certified laboratory for presence of the
drug(s) for which a positive result was obtained in the test of the first specimen bottle (Bottle A).
The MRO shall honor such a request if it is made within 72 hours of the donor's having
received notice that he or she tested positive. The result of this test is transmitted to the MRO
without regard to the cutoff levels used to test the first specimen bottle (Bottle A).

(7) Any action taken by a Federal agency as a result of an MRO verified positive drug test (e.qg.,
removal from performing a safety-sensitive function) may proceed whether Bottle B is or is not
tested.

(8) If the result of the test on the second specimen bottle (Bottle B) fails to reconfirm the result
reported for Bottle A, the MRO shall void the test result for Bottle A and the donor shall re-enter
the group subject to random testing as if the test had not been conducted. The MRO shall
notify the Federal agency when a failed to reconfirm has occurred and the agency shall contact
the Secretary. The Secretary will investigate the failed to reconfirm result and attempt to
determine the reason for the inconsistent results between Bottle A and Bottle B. HHS will report



its findings to the agency including recommendations and/or actions taken to prevent the
recurrence of the failed to reconfirm result.

(i) Transportation to Laboratory. Collection site personnel shall arrange to ship the collected
specimens to the drug testing laboratory. The specimens shall be placed in containers
designed to minimize the possibility of damage during shipment, for example, specimen boxes
or padded mailers; and those containers shall be securely sealed to eliminate the possibility of
undetected tampering. The collection site personnel shall ensure that the specimen chain of
custody form is enclosed within each container sealed for shipment to the drug testing
laboratory. Since specimens are sealed in packages that would indicate any tampering during
transit to the laboratory and couriers, express carriers, and postal service personnel do not
have access to the chain of custody forms, there is no requirement that such personnel
document chain of custody for the package during transit.

Section 2.3 Laboratory Personnel.
(a) Day-to-Day Management.

(1) The laboratory shall have a responsible person (RP) to assume professional,
organizational, educational, and administrative responsibility for the laboratory's urine drug
testing facility.

(2) This individual shall have documented scientific qualifications in analytical forensic
toxicology. Minimum qualifications are:

(i) Certification as a laboratory director by the State in forensic or clinical laboratory toxicology;
or

(i) A Ph.D. in one of the natural sciences with an adequate undergraduate and graduate
education in biology, chemistry, and pharmacology or toxicology; or

(i) Training and experience comparable to a Ph.D. in one of the natural sciences, such as a
medical or scientific degree with additional training and laboratory/research experience in
biology, chemistry, and pharmacology or toxicology; and

(iv) In addition to the requirements in (i),(ii), and (iii) above, minimum qualifications also require:

(A) Appropriate experience in analytical forensic toxicology including experience with the
analysis of biological material for drugs of abuse, and

(B) Appropriate training and/or experience in forensic applications of analytical toxicology, e.g.,
publications, court testimony, research concerning analytical toxicology of drugs of abuse, or
other factors which qualify the individual as an expert witness in forensic toxicology.



(3) This individual shall be engaged in and responsible for the day-to-day management of the
drug testing laboratory even where another individual has overall responsibility for an entire
multispecialty laboratory.

(4) This individual shall be responsible for ensuring that there are enough personnel with
adequate training and experience to supervise and conduct the work of the drug testing
laboratory. He or she shall assure the continued competency of laboratory personnel by
documenting their in-service training, reviewing their work performance, and verifying their
skills.

(5) This individual shall be responsible for the laboratory’s having a procedure manual which is
complete, up-to-date, available for personnel performing tests, and followed by those
personnel. The procedure manual shall be reviewed, signed, and dated by this responsible
person whenever procedures are first placed into use or changed or when a new individual
assumes responsibility for management of the drug testing laboratory. Copies of all procedures
and dates on which they are in effect shall be maintained. (Specific contents of the procedure
manual are described in section 2.4(n)(1))

(6) This individual shall be responsible for maintaining a quality assurance program to assure
the proper performance and reporting of all test results; for maintaining acceptable analytical
performance for all controls and standards; for maintaining quality control testing; and for
assuring and documenting the validity, reliability, accuracy, precision, and performance
characteristics of each test and test system.

(7) This individual shall be responsible for taking all remedial actions necessary to maintain
satisfactory operation and performance of the laboratory in response to quality control systems
not being within performance specifications, errors in result reporting or in analysis of
performance testing results. This individual shall ensure that sample results are not reported
until all corrective actions have been taken and he or she can assure that the results provided
are accurate and reliable.

(b) Certifying Test Results. The laboratory's urine drug testing facility shall have a certifying
scientist(s), as defined in section 1.2, who reviews all pertinent data and quality control results
in order to attest to the validity of the laboratory's test reports. A laboratory may designate
certifying scientists that are qualified to certify only results that are negative on the initial test
and certifying scientists that are qualified to certify both initial and confirmatory tests.

(c) Day-to-Day Operations and Supervision of Analysts. The laboratory's urine drug testing
facility shall have an individual(s) to be responsible for day-to-day operations and to supervise
the technical analysts. This individual(s) shall have at least a bachelor's degree in the chemical
or biological sciences or medical technology or equivalent. He or she shall have training and
experience in the theory and practice of the procedures used in the laboratory, resulting in his
or her thorough understanding of quality control practices and procedures; the review,
interpretation, and reporting of test results; maintenance of chain of custody; and proper
remedial actions to be taken in response to test systems being out of control limits or detecting
aberrant test or quality control results.



(d) Other Personnel. Other technicians or nontechnical staff shall have the necessary training
and skills for the tasks assigned.

(e) Training. The laboratory's urine drug testing program shall make available continuing
education programs to meet the needs of laboratory personnel.

() Files. Laboratory personnel files shall include: resume of training and experience;
certification or license, if any; references; job descriptions; records of performance evaluation
and advancement; incident reports; and results of tests which establish employee competency
for the position he or she holds, such as a test for color blindness, if appropriate.

Section 2.4 Laboratory Analysis Procedures.

(a) Security and Chain of Custody. (1) Drug testing laboratories shall be secure at all times.
They shall have in place sufficient security measures to control access to the premises and to
ensure that no unauthorized personnel handle specimens or gain access to the laboratory
processes or to areas where records are stored. Access to these secured areas shall be limited
to specifically authorized individuals whose authorization is documented. With the exception of
personnel authorized to conduct inspections on behalf of Federal agencies for which the
laboratory is engaged in urine testing or on behalf of the Secretary or emergency personnel
(e.g., firefighters and medical rescue teams), all authorized visitors and maintenance and
service personnel shall be escorted at all times. The laboratory shall maintain a record that
documents the dates, time of entry and exit, and purpose of entry of authorized visitors,
maintenance, and service personnel accessing secured areas.

(2) Laboratories shall use chain of custody procedures to maintain control and accountability of
specimens from receipt through completion of testing, reporting of results, during storage, and
continuing until final disposition of specimens. The date and purpose shall be documented on
an appropriate chain of custody form each time a specimen is handled or transferred, and
every individual in the chain shall be identified. Accordingly, authorized technicians shall be
responsible for each urine specimen or aliquot in their possession and shall sign and complete
chain of custody forms for those specimens or aliquots as they are received.

(b) Receiving. (1) When a shipment of specimens is received, laboratory personnel shall
inspect each package for evidence of possible tampering and compare information on
specimen bottles within each package to the information on the accompanying chain of custody
forms. Any direct evidence of tampering or discrepancies in the information on specimen
bottles and the specimen chain of custody forms attached to the shipment shall be immediately
reported to the agency and shall be noted on the specimen chain of custody forms which shall
accompany the specimens while they are in the laboratory's possession.

(2) Specimen bottles will normally be retained within the laboratory's accession area until all
analyses have been completed. Aliquots and laboratory chain of custody forms shall be used
by laboratory personnel for conducting initial and confirmatory tests while the original specimen
and specimen chain of custody form remain in secure storage.



(c) Short-Term Refrigerated Storage. Specimens that do not receive an initial test within 7 days
of arrival at the laboratory shall be placed in secure refrigeration units. Temperatures shall not
exceed 6 C. Emergency power equipment shall be available in case of prolonged power failure.

(d) Specimen Processing. Laboratory facilities for urine drug testing will normally process
specimens by grouping them into batches. The number of specimens in each batch may vary
significantly depending on the size of the laboratory and its workload. When conducting either
initial or confirmatory tests, every batch shall satisfy the quality control requirements in sections
2.5 (b) and (c), respectively.

(e) Initial Test. (1) The initial test shall use an immunoassay which meets the requirements of
the Food and Drug Administration for commercial distribution. The following initial cutoff levels
shall be used when screening specimens to determine whether they are negative for these five
drugs or classes of drugs:

Initial Test Level (ng/mL)

Marijuana metabolites............ 50
Cocaine metabolites............... 300
Opiate metabolites................. 300*
Phencyclidine........................ 25
Amphetamines............ccc....... 1,000

* 25 ng/mL if immunoassay specific for free morphine.

(2) These test levels are subject to change by the Department of Health and Human Services
as advances in technology or other considerations warrant identification of these substances at
other concentrations. The agency requesting the authorization to include other drugs shall
submit to the Secretary in writing the agency's proposed initial test methods, testing levels, and
proposed performance test program.

(3) Specimens that test negative on all initial immunoassay tests will be reported negative. No
further testing of these negative specimens for drugs is permitted and the specimens shall
either be discarded or pooled for use in the laboratory's internal quality control program.

(4) Multiple initial tests (also known as rescreening) for the same drug or drug class may be
performed provided that all tests meet all Guideline cutoffs and quality control requirements
(see section 2.5(b)). Examples: a test is performed by immunoassay technique "A" for all drugs
using the HHS cutoff levels, but presumptive positive amphetamines are forwarded for
immunoassay technique "B" to eliminate any possible presumptive positives due to structural
analogues; a valid analytical result cannot be obtained using immunoassay technique "A" and
immunoassay technique "B" is used in an attempt to obtain a valid analytical result.

() Confirmatory Test. (1) All specimens identified as positive on the initial test shall be
confirmed for the class(es) of drugs screened positive on the initial test using gas
chromatography/mass spectrometry (GC/MS) at the cutoff values listed in this paragraph. All
confirmations shall be by quantitative analysis. Concentrations which exceed the linear region



of the standard curve shall be documented in the laboratory record as "exceeds the linear
range of the test.”

Confirmatory Test Level (ng/mL)

Marijuana metabolitel 15
Cocaine metabolite2 150
Opiates

Morphine 300
Codeine 300
Phencyclidine 25
Amphetamines

Amphetamine 500
Methamphetamine3 500

1 Delta-9-tetrahydrocannabinol-9-carboxylic acid
2 Benzoylecgonine
3 Specimen must also contain amphetamine at a concentration > 200 ng/mL

(2) These test levels are subject to change by the Department of Health and Human Services
as advances in technology or other considerations warrant identification of these substances at
other concentrations. The agency requesting the authorization to include other drugs shall
submit to the Secretary in writing the agency's proposed confirmatory test methods, testing
levels, and proposed performance test program.

(3) Specimens that test negative on confirmatory tests shall be reported negative. No further
testing of these specimens for drugs is permitted and the specimens shall either be discarded
or pooled for use in the laboratory's internal quality control program.

(g9) Reporting Results. (1) The laboratory shall report test results to the agency's MRO within an
average of 5 working days after receipt of the specimen by the laboratory. Before any test
result is reported (the results of initial tests, confirmatory tests, or quality control data), it shall
be reviewed and the test certified as an accurate report by a certifying scientist who satisfies
the requirements described by the definition in section 1.2. The report shall identify the
drugs/metabolites tested for, whether positive or negative, and the cutoff for each, the
specimen number assigned by the agency, and the drug testing laboratory specimen
identification number.

(2) Except as otherwise provided by this subsection, the laboratory shall report as negative all
specimens which are negative on the initial test or negative on the confirmatory test. Only
specimens confirmed positive shall be reported positive for a specific drug. For amphetamines,
to report a specimen positive for methamphetamine only, the specimen must also contain
amphetamine at a concentration equal to or greater than 200 ng/mL by the confirmatory test. If
this criterion is not met, the specimen must be reported as negative for methamphetamine.



(3) The MRO may request from the laboratory and the laboratory shall provide quantitation of
test results. The MRO may not disclose quantitation of test results to the agency but shall
report only whether the test was positive or negative.

(4) The laboratory may transmit results to the MRO by various electronic means (for example,
teleprinters, facsimile, or computer) in a manner designed to ensure confidentiality of the
information. Results may not be provided verbally by telephone. The laboratory must ensure
the security of the data transmission and limit access to any data transmission, storage, and
retrieval system.

(5) The laboratory shall send only to the MRO a certified copy of the original chain of custody
form signed by a certifying scientist.

(6) The laboratory shall provide to the agency official responsible for coordination of the drug-
free workplace program a monthly statistical summary of urinalysis testing of Federal
employees and shall not include in the summary any personal identifying information. Initial and
confirmation data shall be included from test results reported within that month. Normally this
summary shall be forwarded by registered or certified mail not more than 14 calendar days
after the end of the month covered by the summary. The summary shall contain the following
information:

Initial Testing:

(1) Number of specimens received;
(i) Number of specimens reported out; and
(i) Number of specimens screened positive for:
Marijuana metabolites
Cocaine metabolites
Opiate metabolites
Phencyclidine
Amphetamines

Confirmatory Testing:
() Number of specimens received for confirmation;
(i) Number of specimens confirmed positive for:
Marijuana metabolite
Cocaine metabolite
Morphine, codeine
Phencyclidine
Amphetamine
Methamphetamine

(7) The laboratory shall make available copies of all analytical results for Federal drug testing
programs when requested by HHS or any Federal agency for which the laboratory is
performing drug testing services.



(8) Unless otherwise instructed by the agency in writing, all records pertaining to a given urine
specimen shall be retained by the drug testing laboratory for a minimum of 2 years.

(h) Long-Term Storage. Long-term frozen storage (-20 C or less) ensures that positive urine
specimens will be available for any necessary retest. Unless otherwise authorized in writing by
the agency, drug testing laboratories shall retain and place in properly secured long- term
frozen storage for a minimum of 1 year all specimens confirmed positive. Within this 1- year
period an agency may request the laboratory to retain the specimen for an additional period of
time. If no such request is received, the laboratory may discard the specimen after the end of 1
year, except that the laboratory shall be required to maintain any specimens under legal
challenge for an indefinite period.

(i) Retesting of a Specimen (i.e., the reanalysis by gas chromatography/mass spectrometry of a
specimen previously reported positive or the testing of Bottle B of a split specimen collection).
Because some analytes deteriorate or are lost during freezing and/or storage, quantitation for a
retest is not subject to a specific cutoff requirement but must provide data sufficient to confirm
the presence of the drug or metabolite.

(1) Subcontracting. Drug testing laboratories shall not subcontract and shall perform all work
with their own personnel and equipment unless otherwise authorized by the agency. The
laboratory must be capable of performing testing for the five classes of drugs (marijuana,
cocaine, opiates, phencyclidine, and amphetamines) using the initial immunoassay and
confirmatory GC/MS methods specified in these Guidelines.

(k) Laboratory Facilities. (1) Laboratory facilities shall comply with applicable provisions of any
State licensure requirements.

(2) Laboratories certified in accordance with Subpart C of these Guidelines shall have the
capability, at the same laboratory premises, of performing initial and confirmatory tests for each
drug or metabolite for which service is offered.

() Inspections. The Secretary, any Federal agency utilizing the laboratory, or any organization
performing laboratory certification on behalf of the Secretary may reserve the right to inspect
the laboratory at any time. Agency contracts with laboratories for drug testing, as well as
contracts for collection site services, shall permit the agency to conduct unannounced
inspections. In addition, prior to the award of a contract the agency may carry out preaward
inspections and evaluation of the procedural aspects of the laboratory's drug testing operation.

(m) Documentation. The drug testing laboratories shall maintain and make available for at least
2 years documentation of all aspects of the testing process. This 2-year period may be
extended upon written notification by HHS or by any Federal agency for which laboratory
services are being provided. The required documentation shall include personnel files on all
individuals authorized to have access to specimens; chain of custody forms; quality
assurance/quality control records; procedure manuals; all test data (including calibration curves
and any calculations used in determining test results); reports; performance records on
performance testing; performance on certification inspections; and hard copies of computer-



generated data. The laboratory shall be required to maintain documents for any specimen
under legal challenge for an indefinite period.

(n) Additional Requirements for Certified Laboratories.

(1) Procedure Manual. Each laboratory shall have a procedure manual which includes the
principles of each test, preparation of reagents, standards and controls, calibration procedures,
derivation of results, linearity of methods, sensitivity of the methods, cutoff values, mechanisms
for reporting results, controls, criteria for unacceptable specimens and results, remedial actions
to be taken when the test systems are outside of acceptable limits, reagents and expiration
dates, and references. Copies of all procedures and dates on which they are in effect shall be
maintained as part of the manual.

(2) Calibrators and Controls. Laboratory calibrators and controls shall be prepared using pure
drug reference materials, stock standard solutions obtained from other laboratories, or standard
solutions obtained from commercial manufacturers. The calibrators and controls shall be
properly labeled as to content and concentration. The standards (e.g., pure reference
materials, stock standard solutions, purchased standards) shall be labeled with the following
dates: when received (if applicable); when prepared or opened; when placed in service; and
expiration date.

(3) Instruments and Equipment. (i) Volumetric pipettes and measuring devices shall be certified
for accuracy or be checked by gravimetric, colorimetric, or other verification procedure.
Automatic pipettes and dilutors shall be checked for accuracy and reproducibility before being
placed in service and checked periodically thereafter.

(i) There shall be written procedures for instrument set-up and normal operation, a schedule
for checking critical operating characteristics for all instruments, tolerance limits for acceptable
function checks, and instructions for major troubleshooting and repair. Records shall be
available on preventive maintenance.

(4) Remedial Actions. There shall be written procedures for the actions to be taken when
systems are out of acceptable limits or errors are detected. There shall be documentation that
these procedures are followed and that all necessary corrective actions are taken. There shall
also be in place systems to verify all stages of testing and reporting and documentation that
these procedures are followed.

(5) Personnel Available to Testify at Proceedings. A laboratory shall have qualified personnel
available to testify in an administrative or disciplinary proceeding against a Federal employee
when that proceeding is based on positive urinalysis results reported by the laboratory.

(6) Restrictions. The laboratory shall not enter into any relationship with an agency's MRO that
may be construed as a potential conflict of interest or derive any financial benefit by having an
agency use a specific MRO.




Section 2.5 Quality Assurance and Quality Control.

(a) General. Drug testing laboratories shall have a quality assurance

program which encompasses all aspects of the testing process including but not limited to
specimen acquisition, chain of custody, security and reporting of results, initial and confirmatory
testing, certification of calibrators and controls, and validation of analytical procedures. Quality
assurance procedures shall be designed, implemented, and reviewed to monitor the conduct of
each step of the testing process.

(b) Laboratory Quality Control Requirements for Initial Tests. Each analytical run of specimens
to be screened shall include:

(1) Sample(s) certified to contain no drug (i.e., negative urine samples);

(2) Positive control(s) fortified with drug or metabolite;

(3) At least one positive control with the drug or metabolite at or near the threshold (cutoff);

(4) A sufficient number of calibrators to ensure and document the linearity of the assay method
over time in the concentration area of the cutoff. After acceptable values are obtained for the

known calibrators, those values will be used to calculate sample data;

(5) A minimum of 10 percent of the total specimens and quality control samples in each
analytical run shall be quality control samples; and

(6) One percent of each run, with a minimum of at least one sample, shall be the laboratory's
blind quality control samples to appear as normal samples to the laboratory analysts.
Implementation of procedures to ensure that carryover does not contaminate the testing of an
donor's specimen shall be documented.

(c) Laboratory Quality Control Requirements for Confirmation Tests. Each analytical run of
specimens to be confirmed shall include:

(1) Sample(s) certified to contain no drug (i.e., negative urine samples);

(2) Positive calibrator(s) and control(s) fortified with drug or metabolite; and

(3) At least one positive control with the drug or metabolite at or near the threshold (cutoff). The
linearity and precision of the method shall be periodically documented. Implementation of
procedures to ensure that carryover does not contaminate the testing of a donor's specimen
shall also be documented.

(d) Agency Blind Sample Program.

(1) Agencies shall only purchase blind quality control materials that: (a) have been certified by

immunoassay and GC/MS and (b) have stability data which verifies those materials'
performance over time.



(2) During the initial 90-day period of any new drug testing program, each agency shall submit
blind performance test samples to each laboratory it contracts with in the amount of at least 20
percent of the total number of specimens submitted (up to a maximum of 200 blind samples)
and thereafter a minimum of 3 percent blind samples (up to a maximum of 100 blind samples)
submitted per quarter.

(3) Approximately 80 percent of the blind quality control samples shall be negative (i.e.,
certified to contain no drug) and the remaining samples shall be positive for one or more drugs
per sample in a distribution such that all the drugs to be tested are included in approximately
equal frequencies of challenge. The positive samples shall be spiked only with those drugs for
which the agency is testing.

(4) The agency shall investigate any unsatisfactory blind performance test sample results and
submit its findings to the Secretary. The Secretary shall continue the investigation to ensure
that the laboratory has corrected the cause of the unsatisfactory performance test result. A
report of the Secretary's investigative findings and the corrective action taken by the laboratory
shall be sent to the agency contracting officer. The Secretary shall ensure notification of the
finding to all other Federal agencies for which the laboratory is engaged in urine drug testing
and coordinate any necessary action.

(5) Should a false positive error occur on a blind performance test sample and the error is
determined to be an administrative error (clerical, sample mixup, etc.), the Secretary shall
require the laboratory to take corrective action to minimize the occurrence of the particular error
in the future; and, if there is reason to believe the error could have been systematic, the
Secretary may also require review and reanalysis of previously run specimens.

(6) Should a false positive error occur on a blind performance test sample and the error is
determined to be a technical or methodological error, the laboratory shall submit all quality
control data from the batch of specimens which included the false positive specimen. In
addition, the laboratory shall retest all specimens analyzed positive for that drug or metabolite
from the time of final resolution of the error back to the time of the last satisfactory performance
test cycle. This retesting shall be documented by a statement signed by the Responsible
Person. The Secretary may require an on-site review of the laboratory which may be conducted
unannounced during any hours of operation of the laboratory. The Secretary has the option of
revoking (section 3.13) or suspending (section 3.14) the laboratory's certification or
recommending that no further action be taken if the case is one of less serious error in which
corrective action has already been taken, thus reasonably assuring that the error will not occur
again.

Section 2.6 Reporting and Review of Results.

(a) Medical Review Officer Shall Review Results. An essential part of the drug testing program
is the final review of results. A positive test result does not automatically identify an
employee/applicant as an illegal drug user. An individual with a detailed knowledge of possible



alternate medical explanations is essential to the review of results. This review shall be
performed by the MRO prior to the transmission of results to agency administrative officials.

(b) Medical Review Officer - Qualifications and Responsibilities. The MRO shall be a licensed
physician with knowledge of substance abuse disorders. The MRO may be an employee of the
agency or a contractor for the agency; however, the MRO shall not be an employee or agent of
or have any financial interest in the laboratory for which the MRO is reviewing drug testing
results. Additionally, the MRO shall not derive any financial benefit by having an agency use a
specific drug testing laboratory or have any agreement with the laboratory that may be
construed as a potential conflict of interest. The role of the MRO is to review and interpret
positive test results obtained through the agency's testing program. In carrying out this
responsibility, the MRO shall examine alternate medical explanations for any positive test
result. This action could include conducting a medical interview with the donor, review of the
donor's medical history, or review of any other relevant biomedical factors. The MRO shall
review all medical records made available by the donor when a confirmed positive test could
have resulted from legally prescribed medication. The MRO shall not, however, consider the
results of urine specimens that are not obtained or processed in accordance with these
Guidelines.

(c) Positive Test Result. Prior to making a final decision to verify a positive test result, the MRO
shall give the donor an opportunity to discuss the test result with him or her. Following
verification of a positive test result, the MRO shall report the result to the agency's official
designated to receive results.

(d) Verification for Opiates; Review for Prescription Medication. Before the MRO verifies a
confirmed positive result for opiates, he or she shall determine that there is clinical evidence--in
addition to the urine test--of illegal use of any opium, opiate, or opium derivative (e.g.,
morphine/codeine) listed in Schedule | or Il of the Controlled Substances Act. This requirement
does not apply if the confirmatory procedure for opiates confirms the presence of 6-
monoacetylmorphine since the presence of this metabolite is proof of heroin use.

(e) Reanalysis Authorized. Should any question arise as to the accuracy or validity of a positive
test result, only the MRO is authorized to order a retest of a single specimen or the Bottle A
specimen from a split specimen collection. Such retests are authorized only at laboratories
certified under these Guidelines.

() Result Consistent with Legal Drug Use. If the MRO determines there is a legitimate medical
explanation for the positive test result, he or she shall take no further action and report the test
result as negative.

(g9) Result Scientifically Insufficient. Additionally, the MRO, based on review of inspection
reports, quality control data, and other pertinent results, may determine that the result is
scientifically insufficient for further action and declare the test specimen negative. In this
situation the MRO may request a retest of the original specimen before making this decision.
(The MRO may request that the retest be performed by the same laboratory or, as provided in
section 2.6(e), that an aliquot of the original specimen be sent for a retest to an alternate
laboratory which is certified in accordance with these Guidelines.) The laboratory shall assist in



this review process as requested by the MRO by making available the individual responsible for
day-to-day management of the urine drug testing laboratory or other employee who is a
forensic toxicologist or who has equivalent forensic experience in urine drug testing, to provide
specific consultation as required by the agency. The MRO shall report to the Secretary all
negative findings based on scientific insufficiency but shall not include any personal identifying
information in such reports.

(h) Reporting Final Results. The MRO shall report the final results of the drug tests in writing
and in a manner designed to ensure confidentiality of the information.

Section 2.7 Protection of Employee Records.

Consistent with 5 U.S.C. 522a(m) and 48 CFR 24.101-24.104, all laboratory contracts shall
require that the contractor comply with the Privacy Act, 5 U.S.C. 522a. In addition, laboratory
contracts shall require compliance with patient access and confidentiality provisions of section
503 of Pub. L. 100-71. The agency shall establish a Privacy Act System of Records or modify
an existing system, or use any applicable Government-wide system of records to cover both
the agency's and the laboratory's records of employee urinalysis results. The contract and the
Privacy Act System of Records shall specifically require that employee records be maintained
and used with the highest regard for employee privacy.

Section 2.8 Individual Access to Test and Laboratory Certification Results.

In accordance with section 503 of Pub. L. 100-71, any Federal employee who is the subject of
a drug test shall, upon written request, have access to any records relating to his or her drug
test and any records relating to the results of any relevant certification, review, or revocation-of-
certification proceedings.
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